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CLOSE of 'SERVICE WORKSHOP /

Trainer Guidelines_

t

. .

. This is a Handbook. for a' Peace Corps "Close of Service
..

Workshop". It'kas prepared by borrowing heavily from two .

. - programs already developed. One of the programs was developed 1

by A. L. Nellhms ied thsociates. and pilot'. tested in eight
host countries during 1980. Theother was designed
for QC/Malaysia by"Joelyallach and Gale Metcalf who also .1

w delivered the package in- country.
. i

.t
The. purpose of tliis4gandbook

,

is to provide a suggested
outline for a 3-diy close ofservice workshop to.be delivered
2-3 months prior to the volunteers' terminktion date.
Each session of the workshopis intended to build towards
Or from the one(s) preceding and following it. However, .with
very little moxli.fication, used y.,sessions may be sed independentl

,+- . . .
.

The-suggestions for the timing, location and administration-
.. of the workshop are basset 'on, the expei'ienee from the field

tests. 'While thelConstraints of, your setting maimuire
f modifying these gnidelinei, wesuggeSt that special ' -

coniadeFation be given to each of these categoriv'so that,
the workshop may be of greatest'bepefit to the COSing
volunteer.

. .'
4 '

.

An effort has been made to purge the tructions"and.
materials of excessive training jargon.(un aniliar language).
However, you will, find certain phrases and words whiph are
uped for the sake of economy sAph as: "share ". instead

-1 of "tell eaCh.other; "report out" insteaeof ,Nive a' :1.
summat.rof what you discussed"; .."journaln instead of "notebook";
"brainstorm" instead of "state whatevei comes Into your mind .4

as fast as you can"; "modeling" instead of -"demonstrate;how'
it is done".; and "closure" instoad.Of,"bringinvthe session.

..

to an and". Theregare probably others. It'S,sometimes

.
hard, to know when langvage is jargen.and when it is not. .

You may want to purge6the'tmihing language, even \further as
you deliver the wcAAholl and it is suggested that you do so

, if it gets inn theAway of. your communicating ,iffith the
AL)particiTants. It ,is hOped that theslanghage of training 4

..idi that, remains in these .guidelines does not.,get in the way
. . .

of a "successful presentation of the workshop. .
,

..
.

. , /- ,

.
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PEACE CORPS 4

COMPLETION' O? S *VICE WORKSHOP

.Workshop Oieruiew
;

The geneial purpose of the work shop is to prepare
the PcV to depart the host country/Peace Corps and re-enter
the United States culture to whatever job or academic
activity, the volunteer may be planning. Impoqtant to the
re-entry process is providing the volunteer with an under-
,standing of the meiods to be used in completing Goal #3
orthe Peace Corps. The 3-day workshbp is in fact similar
in purpose to the Staging/PRIST/CAST which preceded the
"volunteert's Peace Corps service. As such, it is directed .

at,"introdnctione.and "begli.npingta: rather than _"finished"
products.. Rather than having them conclude the dvelop-

; anent of resumes 'or completing applications for graduate school
the workshop should locus on giving the volunteer the

. knowledge and skill required to gather the necessary
'information to' carry out a job campaign and to develop a
resume or SF-171 at ,a later time. Likewise the task-of
carrying out gpal #3 shqurd be begun at:COS with the
understanding that Peace Corps /Washington provides,through

'Former Volunteer Services, suppokt once.the ttolAnteer
returns to the U.S. /.

In thepilot of a workshop in eight host countries,
the most freouent barrier to completing the exercises in the
workshop was the volunteer's anxiety of leaving, findtpg
a job; and ,returning to an apathetic environment at home-,
etc. The behavior that results from this an'xiety%s a plea
for information; tricks of veAtj.ng.a job; ,0e quick anAc

'dirty answers to readjusting; ór thevstgteMent that.we .

,d2n't need to deal with this re-entry debriefing "stuff".
The latter comment may stem from the COSing voluirteer'S.
discomfort with the eelings that are associated with the el

leaving and.424/her unwillingness to "endure" more teelings
or'discomfort that may arise from the debriefing.or
"closing out activities" suggested inrworkshop design. A
major focus in developing.tne workshop was tosequence the

. sessions in such a way that volunteers participating in .

the workshop may feel that each exercise hab a purpose
that will be Beneficial to them, which;will not: "hurt" -
Le:they won't "diel from this experience; and which will k_

not be just another "bitch and moan" session about PC life .7
am% staff.

r.



Workshop Overview - cont.
) .

Many of the Ndidk and dirty" AnsWers and "information."
needs are met in the setsipns'dealing with completing resumes,
facts about jobs in'the U.S., and living thrpugh the first
job interview, The introduction of the more practical
aspects of4Te-entry prepares the participants for the idea
of dealing with the 1.:softer" and more emotional' aspects
of leaving the host country and returning to the United.
States, This approach also allows time for the person
conducting the workshop jo become mole comfortable with

. the participants,and to grow more confident with his/her
ability' to manage the later sessions (such as debriefing
the Peace Corps experience with the staff and dealing with
the problems o re -entry p,

Many al the sessions are interdependent. By describing.
their linkage to later exercises, the participants will
be encouraged to share .and reflea at a which-
combines (almost equally) the. process of (1) identifying'
skills to be marketed in.e-job campliga; (2) the task oft
identifying the most rewarding and transferable parts of

I their contribution to development; (3) or the recommendations
that he/she may want td give to the staff tor the maintenance
of the good pspects df the program or the alte'rations of
thobe that need improvement. The introduction of these
"softef" issues need not be so "heavy" that participants
are "bummed out ", and turned-off by the experience. 'It

does, however, requlre the trainerNto establish .the Climate
conducive to opening up to others and tioone'g self.

l . .

In imp lementing this sequence it is impoftant,that
participants Understand that the initial recording and
review exercises will be used in most of the sessiops wh*ch
follow later in the workshop. The identifiCation o skills
developed or areas of personal gr1110g11 be usefu). 1.11

developing the job campaign inclu jectivef-setting
and resumewriting. The identification-of areas of accomplish-
'ment may also be used.in the process. Further, the cOnsid,-
eration of topics such as Peace Corps Development may .

stimulate tipmghts that will be useful in the debriefing.
process wit /to in- country. Peace Corps staff. ;

The intAductory exercises help participants identify
their specific needs for the,workshop and to assist them to
begin to plan both the exit and entry activ,ities they are
about to...undertake. As in any.pkoblem-solVing activity
(and the workshop should be established as such) the first

"t
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Workshop Overview - cont.

$.5-

's step is to generate infetmation of -a general nature; the.
'next'is to begin to,apply that information to specific
areas of difficulty; and this.is folfowed by the develop-
ment o strategies.to deal with .the*actUal or anticipated
problems.. Participants should be made aware that ALL the
Answers are not going to be forthcoming and that this
workshop is intended as a "Staging" for their termination
from, Peace Corps similar to that which they may have
received thfough the CAST.:-or staging process prior to their
service. As such it begins thy process for them and will
provide with structures which they are likely to face.

-Workshop Goals

The Completion of Ser vice Workshop (COS)is designed to
provide information, knowledge and skills that will
facilitate the transitioll from the Peace Corps community
to United Statet society.

Specific course_goils are:

To provide an dpportunity 'for, Peac'e Corps volunteers
. to establish.a sense of closure, provide feedback

to the Peace Corps, prepare to leave th,ett
country and assess the meaning of their Peace Corps
experience inrelition tcpfuture goals;

t

, To assist Peace Corps volunteers in developing an . .

awareness of the issues surrounding re-entry into
.

United States culture;
,

.

To assist Peace Corps volunteemin identifying and
Atveloping career and educational goals and plans; and

i'' L. 2, . .

.4 io. Totassist.PeaCe Corps voOnteers in 'assessing and
transfeTring personal anaprofesgional skills to

, postible bick,home..situationt;' ..
.

.. .

... ,

T6' provide terminating peace Corks volunteers an
opportunity to review their individdil and prog'ram's
role ip-developmght; . and ,

'
.

TO prepare volunteers to implement the Development
1( - Education goal of Peace Corps. (Goil #3)
.

. .,.
.

,.

' A k
" 9
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Workshop goals - cont.
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4

Objectives and activities for each session will be
described at the beginiing of each module..

. Also included 'in this se4tion of the guidelines are
a series of recommendations for the preparation, delivery
and on-going suppOrt Of the activities in the workshop.

V
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Getting Ready
4

f

-7- ploi

The process of Close of Service.is, obvioisly, one that
exceeds the span ,-of the 3-day workshop outlined in this'
handbook. The job search/grad school effort may well begin a
year before COS.. Many of the administrative procedures
required span several months' time. Beyond the workshop the -it .

RPCV will continue the process of re- entry and career/educational

, 5

In anticipation of these ongoing efforts you may want to
consider the follOwing materials and their timely, distribution
as metho s in which to support tDs COSing CV as well. as to
assist in managing staff time in responding tb;,requests and
handling the administrative aspects of COS.

1. Stock the Library
. .. . 1

.

Several good books and sets of relerence. materials are .

available which will be valuable to the pcv who initiates job/
education planning independently or who wishes to.fol,low-up
frothe COS workshop. The bibliography on pages-12 and '
13 list 'those which are most likely to" be helpful to the
COSin g o,olunter.

r

2.

- ,

Referenpe Materials for use in Workehob and Beyond-
.

Former Molunteer Services Resource Manual

This is'a cimprehensive manual developed by Forther' 4
Volunteer S-ervides.(FVS) for COSing VISTA and Peace Coips
volunteers. It is filled with information and.referiTS
on topidefike former volunteer network activities; types
of federal employment; -sample resumes and 1711a; Nntacts
for cbunseling, And suggested reading. Additionally, the
mutual also details .the wide variety.a services available
from ACTION and Peace Corps which suppigtt.the RPC111s
re-entry to the USA.

An abbreviatecryersion of thid
mailed to each cditntry.in quanil
COS volunteers. C'lled the 40,
it explains the o6rviCedoff
additional-informat"on whic
FVS. The larger m u41 is much ore comOrehensive. Included
in' both versions is aivorder.torm through which PCV's -*

order books and other gtources.from FVS:

manual ls.,automatically
tries 'based on projected
e o4cSexvice,-. Memorandum"
40y FVS .and outlines
'be ordeed through

tis

P

.0ider from: Formei Volunteer gerviCes
ROW 11-903

,f'ACTION
Washington, D.C. 20525

di!
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3,. Forms, 'Procedures, and Information
-

Of the most, frequent groans aboUt COS,, the myriad of
forms and ,procedures thet,PCIT must endure probably yeteives
the loudest of them all.. While there is no way ofegetting
round the need for 'them, we may be able to improve the' way

we manage gtatting these items, completed. ,One way is td develop
a manual which outlines, explains ,anp schedules all-the
policies, procedures, and Corms for COS.°' "

`a a. ,.
, The "Introduction" and 'the "Table of Contents" provided" .

below are taken from such a manual developed by PC/Lesotho (1980).
Activities and forms will vary from country to country. This
manual may be distriblited at a workshop or at least four
months before COS, 1 ,

4,
.
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.t (mple: taken mom "A Manual 'of Complhtion of Serv'ice..."
PC/Liberia', 1980)

.

: 4

INIMODUCTION4 r

COMPLETION SERVICE
MANUAL

.

Completion'of Service is a special time for(PCVs. It
Irmeans many t kngs to each Volunteer: avel, home, finding a

job, gofng b ok to school, culture shock, and a range.of emotions
from terror t joy. The COS process begins 3 months in advance
of a'Vollinteer'.s COS date. 4 The experience involves the
physicalmove from Lesotho to the StAes,.the bureaucratic
paper work to be released from Peace Corps, and the travel
and medial arrangements for the trip home. '' ,"

P
'Be-prepared for snagsanA,problems to crop up during COS.

No COS is a completely smooth process. Your return ticket or
1'/3 allotted Readjustmen Allowance, may be delayed; be flexible!'
You may have problems with the utilities clearance or bank
clearancei kern) calm! Your COS medical may requite more lab
work or x -rays. if there is 0, foul up; don't panic! The PostP,
Of may say your packages are' over weight; re-pack them4
ove all, don't worry! -,COS lasts only 3 Montho and you'll

soon be on your wax. No PCV hasyet been unable to survive COS!

Many of the COS forms and procedures an be coMpleted at
your site. Forthose medical procedures which must be completed
in Maseru, you are entitled-to travel. expenses to and from your
site and per diem for the days it takes to complete them. Be
sure to set your schedule so that'you spend minimum time in
aseru pn COS business. In other words, don't come dowp just to

complete one procedure and expect to be reimbursed for 'Your
travel and.cnim per diem. Most 01 the bliiseru prodedures can
be done the last 2 days of COS, so plan' ur time as much as
possible. You can also claim travel expenses and per diem
for these, tob. At

If you need help movafrom your site, consult Os-PC
Chaufteur early-to,make.possiblLarrangements for PC transport.
If akl the veHicles are in use, you'll have to find an alternative
foilik of transport yourself. This applies, for any of your transport
needs during COS. RC will,provide as much help and support
as ,possible: but be prepared to do it.yourself!

,During your last few day in Lesotho, when you have
ifermantntly moved out of your e, pc will provide you with an
'hotdl room if necessary. Consul the APCD/Administration if you
reqUire accommodations. This is not an automatic procedure for
COSing Volunteers. Individual requirements for COSing PCVs are
decided on an individual basis:.

.1.4



T7;

- -10-

(qomnle. taken from "A, M ,nua7 4of Completion of Service..."
PC/Liberia, 1980)

- . . , -
. ,

On the day you terminate your PeaceCorp's strvice, you are
no longer eligible forythe healthcare and services previclusly
provided by the Peace corps; Any illneds or in -Jury sustained
by you Tel.. your termination becomes your responsibility. .

LOne form of medical coverage, throUgh theIrisurance Company
of North America/Reed 4haw Stenhopse, Inc., can be purchased
out of your Readjustment Allowance. Iiberovides short.terms

,coverage for the critical period between yoUr termipatioA
and enrollment iiia permanent group' health plan At home.' .

,However, you must apply and pay for this insurance prior to your
termination or spe'cial leave. You can*iuthorize the ACTION
finance office to deduct the applicaible premium from your re,
adjustment allowance provided you` apply *t least '60 days+

.

prior to termination or special leave:. See the APCD/Administra-'
tion to obtain the form. . .

This Manual has been designed for PC#s by'PCVs to lacilitat A

. the COS activities. It presents a basic outline of the forms
.

:
A I. to be filled out and the procedures to be followed in order to

be released from Peace Corps. It also contains informatidn I, ..,,,,

which especially.concerns PCVs who are COSihg.' Please.note
that. the 'first '3 forms and procedures listectrequire that you. -;

begin processing at leadt 60 days in advance of your COS date .-
-1'2

,
* Thisis.true becaude these procedures,are time consuming and /or
require PC /.L to contact PC/W,for its assisfince.1 If have, 4
any questions- concerning they forms and .procedures, 'consult ..

with the APCD/Aaministration. -
..

. .
,

It mist be emphasized that he procedures confaiffed in
:

this Manual ape,subjeict-to some modi*cation by PC/L and/or
,

by the other agencies involved in the. inocess. However; the-
basic forimat shouqdlact as a guide. lk . .

.
t ,
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(Samplel' t*aken from "A#Manul or Completion of Seriice..-."
, PC (Liberia, 1986> 4.P. . f . 4 ;

S i f
A '

.

-

-

eV

e

I. .k.

TABLE OF COSITENTS/

. . .

TITLE PAGE...a..? 1

6
A

A

0 6 ,

't INTRODucTION, . 6

. 4'
.

...e 3.
. .

..,,-..
.

1 CONPLETION OF SERVICE FORMS & INSTRUCTIONS 7
.

ot. .

.

,..
Suggested Schedule IA COS Activities

No, .1-- Return Transportation v

4 a) Instructions "A 11

..
6

b) SampielForm 2
..,

No., 2';: Desdriptiot of Service
*6 '.o.) Instructibns . 131

b) Sample Foto, , 14
1

.c).Exampl4 DOS Form 17

«

( No.. .3 - Descriptidn -of Service Statement Receipt
..a) Instructions 1

, 13
\ b) Sample Form. . 16

,.
.

V

No. 4 - COS Medical ,
.-

AL a)- Ih@tructious 4. 20 .
.

/ - ww
b.),SaaplerForm... ,

$
21

, .

A. 5 - Utilities Clearance
,

, a) ,Instructions ,.22
,4 b) Sample Form / 23

...,-

z
Ne. 6 - U.S. Consular Clearance

. a) Instructions 24

. b) Sample Form '
.

25

No.' 7 - Final Readjustment FOrm

-.. : .

. a) .Lnstructions...., 6

,
, 26

.
a

.
Vb). Smple -Form

6,

. ,

#

AD: 8 - Bank Account Clearance
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Advance Information .

1,
In all the field tests, accurate advince information to.,

partiCipants was Cited as.critical to getting the worksfico,
started otf do the right foot. Six toeight week's before
the program send out a'brief descriptidi of.the,workehop

, to those who plan to attend. This description'stiould include
the general rationale and. goals as well as information about
time/length of sessions and the location. Registration-
instructions,and time participants will be expected to
arriveare also important information. If you are using
this as an announcement/invitation for participants be
sure to clearly state.whetherattendance'is voliintaYy or
mandatory. It must also be made clear that, once at the
workshop, participantg will beexpected to attend all
sessions . This point may be emphasized by mentioning that
e4ch session of the workshop builds from the one that precedes
ii. So what is learned in Session-I will also be useful
in later sessions. 1

It will also be useftl to identify thosewho will be
conducting the workshop and to establish a contact to
respdnd to requests for additional information.

This is also the time to begin to set the climate4for
"the workshop. Participants should be made aware that:

(1) ,,they will be doing a lot of work;
N.%

(2) the exercises in tie workshop will be directed at
helping them make the transition from host
country back to the U.S.;

c:

(3) they can view this as a "staging" for going' tome
similar to the one they had before coming to the
host country;

.

. (4) the workshop will focus on helping thenvidentify
the skills they have developed during their PC
experience which will assist them in the transition
back home and which will be the basis for theirio/
vocational plianning.

(5) this Will give them an opportunity to reflect on
their PC experience in preparation for sharing
'ideas about PC and development at home.

' You should'include any materials which volunteers
pshould, review or complete prior to their arrival. This can

be:a great time saver to a workshop tkat is cramped,for time.

A
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, CONDUCTING THE WORKSHOP

, The followipg suggestions should befeonsidered
as you begin t plan 'for the workshop.

Timing
. .

This workthop is intended to
sbou to terminate' their service.
monthS before theif COS. Around
think ahead about finding a job,
family reunioni? etc.

In the pilot workshops, the timing of the workshOp was
an important if not critical variable for the success ''of
'the training. A workshop of this sort within only a .-

few weeks to a month before departure 'is too late to- -dive'
full consideration to "the leaving ptocess", does not allow ample
time for reflection about the PC experience or for-writing I,

resumes and considering vocational goals. The closer .

COS and departure 'get to be and the more the volunteer.becomes
-

give assistance to volunteers
The best time is- 2 -3
this time they begin to
making travel plans,

o

7

involved in the loglittics oe finishing projects, making
travel plans, packing and shipping personal effects, the less
time and inclination they have to reflect 'on the whole
process. dn the other hand, conducting the re-entry
related sessions of-this-workshop too early - 6 months or
more before COS - would not ,coincide with the volunteer's -
interests at tilt point: You pay'vish to consider doing
the vocational planning activities around *riting.a resume lk
and applying to schools, as early. as mid - service .in conjunepion'
with a regular in-service conference. ) ,-

,,

Location
:

You will need a large meeting room and.depending on
the size of your group, you may also need two smaller-rooMs
for small group work. ""

.
. .

The setting will also be .important. *Myou choose a
.beach location you will have'to contend with getting people"
out of the sun/sand/water and back,to work. Au urban setting
mays provide other distractions. Plaid or fancy? This will
depend on your budget and your own sense of wheee "Peace Cops"
conferences should be held. Whatever location -you choose
it chould 4e as comfortable as possible so partieipadts
are not codcern d with "surviving and dotting" during the
workshop. ','Av*. Able time is limited during the worksh6p.
In selecting a' ite consider the "time lost" factor in
tnking care ofqife activities such as getting food, bathing'

%). .

.
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Location - cont.

tt°

c-- e
and sleeping as critical. IThejip,?25phere, of 'the'triiniUg' . -

site directly effects.partici0d4s attendance and.Attitude
If they have to spend time'copihg with thelfacilities, they
are less l'kely to spendtime productikrely,during the it

workshop

'Group Size

4' The%ceptimum number *of people for a workshop of this
sort seems to range from-about 12 to 25.. Tf the group size
it,too_small'the sharing sessions become "1mvstupus". If

.01 the. group size is too large, the facilitatorsido hot lave
enough time during the sessions to offer individual assistance,
especially ier the sessions identifying shills, defining a
job _objective, and writing a resume. If th'e terminating
group is larger than 25 you may want to add co- traine for
each 10 rfersons,tOr you may want to consider running 4IF
series of small workshops.

J

deally,workshop groups should be made up of volunteers
from the same program so that the exercises involved in
debriefing canbe most helpful.

Facilitators

4 It i b0St to have.twolacilitators working with this
program.. Sometimes during small_grpup activities several of
the swill groups will peed assistance of a facilitator,

.'especiaLly if theigroip,is having difficulty-. Once an
.: activity is explained and the exercise begins, the facilitators

"float" fromgroup to group or individdal toindividual to
check that the activity is moving smoothly and help if
necessary.`dne person cannot coy all groups effectively.
During the vocational plannp etivities many individuals
may re4uest personalized assistance. One fadilitator
,can of provide effective aid to more than 8-1O individuals
d ing a sestion. It is essentini tehave the support of
a o er4faeiritp.tor for redesign, to share tb load and A
to provide alternatives to handling problem altuations.

As.a facilitatJr, you may want to prepare 3 x 5 cards
with cues and notes to carry around,rather than juggle this
big notebook4while conducting an exercise. '.i

.

The facilitators are the key to the workshop. The
facilitators create the atmosphere, set the tone and help
participantsitchieve maximum benefit from the activities.

C 22
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Conducting the. Workshop - Cont.

I

However, in the introductory sessibn, ihe-factlitators should make
'Clear to the participant's that,each-person'gets out of the

.
.-* workshop whatever they put into-,it. ..9.,,

.

. ,..

ti where we're' going, and why -.And-While"CondOting the .

0 session .to take a few minutes to explaih:a4 exe'rcis'e 7
. the.direction of the exercise a)?,AL how they can benefit from

it. We have include Dotes to shoW you how'. to d6-: this".

Sessions
. , .9

As part of thek"tode", 'it -is important, to.give.a clear
but, concise overview of the workshop whaC*Wre doing,

Matekials

In addition to copies of tileshandouts,* for each Session
you should have on handthe following'materials4

,

marker pens - 2 dozen. of assorted colors -

newsprint, butcher paper, or whatever large paper--
, you can find to `use for flip charts and some of the

drawing and recording exercises.; (in Morocco
we used brown wrapping. paper froM GSA)
tape,-, preferably masking tape

' pencils for eaeh participant
vo. note paper/notebook.(se Journals below}-'

Journals /Handouts

The 'materials the participants take from thi workshop
shodld be useful at references "when they use them back on
their site or after they haya returned to the U.S.

In' deference to the shipping weight limitations we've
kept the number and length of' handoUts to a minimum. You.
may want to keep this in mind if you.ate including additional

. . material,

Notebooks, used as personal journals offer,the participant
a chance to record thoughts, insights, or notes that he/she .

finds relevant and useful. Participants should have an
opportunity at the end of each day-to write.in the Soutnal.

.
.

Energizers ,.

. r e ,a-

These non-verbal.exercises should be used at the beginning
of nearly every session. The list which,foIlows.describes a
variety of activities which can be used to wake -up or focus
a group,

23 /1'
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ENERGIZERS

It

Energizers are short exercises meant to Pake people
up, create/change 4...mood ad/or focus, people's attentionon:
you a$_you direct them to the next activity. / . 1

The 'energizers listed her are only. suggettions. If you.4
uhave others use them. It is impo Cant td choose exercises -
wi,th which you are' comfortable and hich best serve-your purpOse.

The trainer must' be lively and encouraging in order'to
set the proper tone and environment for the participants to
be willing to participate.

,

Energizers'areusually most timely at the beginning of
,sessions or exercises anA are also useful as a :'break" activity.

Tapping

Ask participants to standup and stretch their hands
as high as they can above'their heads. Then,,with their open
palm *ask them to iieglp tapping their head, first at the top,
then all over - ears, cheeks - then move gradually to their
shouldefs, stretch,to t4str backs as far as they can reach, then
to their chests, listeding this time - tapping the chest harder,
then to the stomach, each leg and finally all the way back up
the body ending with a yell. 41

Buzz- 'Fizz,

Form small groups of 5-7 people. Count around the group.
When you come to .e. number with 5 in.it, or any multiple of 5"
you say "BUZZ".. When you come to any number with 7 or a multiple
of 7, you say "FIZZ". lt,you come to a combination number -
35 for example, it has a 5 and it its a multiple of 7, you say
"BUZZ-FIZZ". If you make a mistake, begin again ft 1.
The first group to reach 50 wins.

The Big Chair

Ask participants to.itand up and form a close circle,
fabi4,back to'front: 'Ask them to put their hands on the shoulders
of the person 'in front of them and massage his /her neck and
.shoulder vigorously for. a few moments. Then, ask them to bend
slowly at the knees until they can feel'the-back of the person-Js
knees in frontlof them, and then stand. Slowly again, ,ask
them to bend their knees again like they.are sitting down in
a chair, sitting on tnees of the person behind them. This forms

A a big chair, each rierOn'sitting on the knees of the person behind
them. After a few moments., somegne usualNlooses balance and
the chalr collapses:.



Energizers - cont.

tri
Knots

. S7;2°.'

1

"Divide the large group into smaller groups of 5 to 7 pedple..
-Have each group form 'a circle fa;cing inward.' Ask each parti-
cip4nt to .real l across the circle with their right hand and
take the right hand of the person opposite them: .Ask them ,to
doPthesame with' their left hand, grasping the left hand of
a ,different person. Now, without letting go of each.Other's'
hands, ask them to untangle themselves so that they forth a
circle of people holding hands. They will not necessarily all
be -facing the same dirqctioh.

Partner Push

Ask paiicipants to stand up and face a pqtner, legs
4 far apart. Have them place their outstretched palms against

each other and tryto push each.other over. This is'impossible
to do if they are doing it .right;..

Tug.ofr

Participants divide into two teams and, using an imaginary
rope, pull as hard as they ea in opposite directions.

Mirroring

Partners A and B face each other. A. begins a m6vement
such as making ifadeor moving arms. Sloily, B mirrors the. exact
moveme0.. After a while, call for B to initiate the action
while'A does the reflecting. -

Yoga Breath -o1 -Fire

Indi'iduals stand at ase. Following the leader's movements,
they move through the f011owing stems

.7 Legs shoulder -length apart, with kntes somewhat bent.
- Make fists with hands and place on chest, elbowd

horizontal to floor.
- Inhale --,arn0 go straight out to side.
- Exhale -- arms pulled back to chest position.
- Begin rapid breath-of-fire) bpeathing. ,

Zo6m

Have participants sit in a circle facing inward. Leader
turns his head to person on right and "sends" him, the word:"Zoom".
The receiver then turns to the person on his right an4 doesthe'
same thing, until it makes a complete °iron: Leader can make it
go faster, ask the participants to "Do it with anger;" "Do it
sexy;" "De it whispering." To end the circle, leader says .:!Zilch."

25
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Sharing .

. . .

Many of the activities involve sharing with a lopartnr.:,..
or a-smalL_groug. You may:beasketh 74y so much sharing?'

`IA responie is that iomdtimes yqu get a rIferent perspective

lg
about a-concern or thought whenyou ve alize it or he4r-it .

,'. repented back from other people: The urpOse of sharing is-
. to add dimensions, try to take people "stretch" and to get
help, and suggestions frail one andther.. Rapt of itte,skill

f of re -entry is the use ofqthers as resombes for support -.`` .

and ideas. The workshop he],ps devdle° this abilAty.
.

'.
. .

It is up.to.the.facili -tator to createan atmosphere. of
trust and non-judgement that will.encourage pedple tofeel
free to express themselves. In anycase,"early on the ,*

.
facilitator encourages people to share with .each other, : s.

' but only to the degree that each is willirig to share.. . -*

Daily Evaluation

As a way of checking out how the workshop is going .

and of getting information regarding possible adjustments
for the design some tom e daily evaluation"shdhld be
conducted. The methods'svgested below are quick -
5 minute - exercises that AMy be useful for this purpose.

..

. . 1 . I 1..
1. Pluses and Wishes , --.4........

1- ! ...e
. . ..

., ;.-4
Ask participants to take out a blank piece of
paper and.draw aline down -Ow middle of it;
label one, of the columns "pluses" and the other

Ig "Wishes".
.,,, Note: as they do this:the trainer should demon-

strate using newsprint. The trainer may also
record his/her pluses and wishes on the flip

,
chart as a demonstration, .

,

' 'Ask participants to record their comments on
the day in the appropriate column and then

14 hand them in as they leave the session
. .

. .

2. Open Ended Statements .

Thks exercise may provide more structure to the
S

daily sessions evaluate -0n, particularly if partici-
.parits havediffidulty warming upto "Wishes and
Pluses." 4 46

4
Askiparticipants to respond in writingqr verbliply.
to the following questions:

1

44 4
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Daily Evaluation - cont.

- I have'gatned the following: '

,

still have the following- unanswered questions:
4.4 ..,

irlhe following should be discussed-or covered in
h.

r
future sessions:

f

-%4This session was frespond to all that apply),
A, L

S

0

S

informative
a.Kehash
motivating , ,

.4

'7-too ,little in too much time ',-

unnecessary . ,1.-- .

valuable ,-,,
,

, - ;

a waste of time ,

too much in too short a timel,',--'.i
right'adiount for the tittle!

- other(s) 2 1..

*.

The trainer may also use similar activities at the
beginning of the day's sessions.,'In this case the
structure might include several items or a sheet of
newsprint to which participants respond verbally in
the large group. Examples: (select 2 ov3)

- Yesterday was

- Today, I hope

- The: most important thing .I learnedyesterday was

- If I had a choice I'd rather be

-- On a scale of 1 to 10 yesterday
.

was

17

-,
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each
directed
provided

t

PRESENT 4,HE:fax4010NS
-

c-`4 4-;e -1.* :"

#

session.desi
at the goals
in the design ie s!

Zs; 4e

4

'11111
one or more exercises
ion. Thefinformatilon:

1. SessiOn/Exercise Title

2. Total Time required to compiete session/exercise .

3. Overview statement describing purpose of session/exercise.

Procedures and Activities -'sequenced and timed4.

step§ which describe what trainer and participants
are required to do at a particular point' in .the
workshop.

5. Materials required

Trainer'Notes: Special instructions relevant to a
particular session oz: exercise.

,BeviewjStudy thp'Workshop Guidelines r

Even though teach session -is described in detail it will
be necessary for you alit:rimy co-staff to carefully review
the entire design.to'assure that there is undetstanding ,
of the overall sequence of activities and 6f specific dr
trainer activities/responsibilities for each session.. In
reviewing the desikrt. for each session you should.do the following:',

1 Reviews the trainer and participant materials.
1 7y

.2) Review the purpose /goals of each session and determine
the relationship ofthe session to the previous one,
subsequent 'segsions, and the total course.

3) Prepare session /exercise' goals/objectives on
flip chart. Note! . Write these in your own words-Z

- .rather than copying ver69.tim fibm the guidelines.

4). .Be sure that all the materials are prepared, equipment-.
is working, and that.the spAce needed is properly
set up .for the trairiing.

.

4'

- Prepare flip charts before the sessions, if an
easel is not availablei paper may be tacked, or taped
to the van.

1
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Presenting the sessions-cont.

. . . - . .

- Pkepare any lecture notes requiyed -keep these
to a minimum. . A

,- Gather copies of all handouts and worksheets
.

.

. 5)..Revie*.the--sequence of activities, the points to.
be,d4cussed, and materials ,several times. before

.

the session to become thoroughly familiar with

-.
" the session and its content.

. r;

. . f . .

. 6) Assign shared responsibilities of co-trainers. .

..

.,.
-

7) During the piesentation,keep in mind the structure
; #

of the session, A.e. introduction, major points, %.
c

summary. A
. 1

- ,

,,

If you are not-confiaent of your own knowledge in the iit4,
content of one of.tthe sessions, the ,resod'rees in the ,..

discussion.guides es well as the- bibliogrephie material .

citWa will be useful. It is also Important that someone be
Y available to respond to-Peace Corps administrative policy ,;

. concerns reletefl to COS. . Staff sholld also be prepared ...
to desciibe the support services available to RPCV's after
they return home. The "ForMer.liblunteerServicesmilesource 7 .

Mandal" contains most;of the information needed to ,

describe:these support services.

a

. .

Addling to the Given Debign' , , . ,
. .

# 4 0

Not ineluded in the design description are exereises
.-relating to "Energizers" or 'Daily Evaluation": However, 'a

according to the trainer's.own sense of the group's
energy level and available time each day shodld begin with -..-

. some sort of energizer.and.end with a brief evaluation ,-.)

activity: The trainer will also want to include
energizers at.other points in the workshop such as after
lunch,' mid-afternoon, or at'the beginning of a new session.' .

Suggested "Energizers" and "Daily' Evaluations" were outlined
previously on pages 17-18 sand 19 respectively. %

Sequence for Sgssion/Exercises

For each session /exercise the trainer should:

sr Lead Energizer - if appropriate/needed
Explain purpose of the session/exercise
Review specific goals and objectives

.
29

-



t

-25-

excise sequence "cont.

4.

Summarizeimajor activities contained in session /exercise
Conduce activity - lecture, worksheet, or discussions
using materials provided

. Summarize the session to review main points
and emphasize linkages to previous and forthcoming
sessions
Provide time for participants to record:in journals
Conduct "Daily Evaluation"

,

Remember the time allotted for each
approximate More or less time may be
depending on group size and needs. Whi
.is "built-in", scheduling should allow

lecoverage of all activities in each.sess

$

oP

4

tl "
ts

-

activity is
required or desired
le Some flexibility
for 'adequate
ion.

:31
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WORDS ABOUT TRANSITIONS

One key to any;trt.ining program "hanging together" is
the participants understanding of how the pieceei(i.e. sessions
and exercises) fit together.

It is important to bridge each exercise and/orsession
with the one(s) that precede and follow it. These transitions
,are done simply by summarizing what has already happened/been
accomplished:

Thus far we've had a chance to get, to know each.other, review the
goals of the workshop, and reach agreement on what we might
expect from the workshop...

-Then link' it .to; what is going happen.

....at we said in the discussion on goals and as you listed
in-your expectations, one of the areas we want to cover is
leaving/reviewing your PC experience. At this point in the
workshop we want to give you an opportunity to review your

. individual and collective accomplishmente during your PC..
.

And link .to future' sessions or-'activities.

addition to being helpful in managing your leaving
PC/(country) this session bri,U also generate useful,.
daea.that we'll use in the session preparing resumes and or
development education back home.

Each sessiog/exercise.needi to be explained with these'.
linkages mind. As you prepare to introduce individual
activities take a few moments to determine what thesetrantition*,
are_and which ones you need to highlight as you explain the goals
of-each activity.

l;
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DAY I - morning

-27 A

'COS WORKSHOPACHEDULE

Session I Welcome, Expectations,
. & Getting Acquainted

Exercise

Exercise II

'Exeitise III

Exercise IV Working Together

Workshop Overlew

- What's in a Name

- Expectations

'BREAK

& Getting Acquainted(Total Time
2 hours)

35 minutes.

30 minutes

30 minutes,

Session II - Reviewing the Peace Corps
Experience

Exercise I - Coat of Arms:.

afternoon

Exercise II - The Volunteer and Development

BREAK

Exercise IIf - Learning from Success

DAY 2 - morning

Session III - Values, Skills and Resumes

.4
Exercise I - Identifying Work Values

Exercise II- Skill Identification

Exercise III - Writing Job Objectives

BREAK

ExerciselIV -.Developing a Ohe-Page Resume

fternoon

Session IV - Getting a Job

- Contacts, Interviews andExercise I
Hattie

Eierase I

BREAK.

20 minutes .

15 ,minutes

(Total TIMe:

3-4 hours)

60 minutes

90 minutes

15 minutes

90 minutes

(Total Time:
3 hdurs)

50 minutes

-60 minutes

30 minutes

15 minutes

70-90 minutes
(may run into
afternoon)

I - Tips and Strategies

32

(Total Time:
2 hours)

1 hour

1 hour

15 minutes

I'

)
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Workshop Schedule Continuted

".
4
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mO

DATZ - Arnoon-- continuted

-2-

Session V - Reviewing the PC program (Total Time:

1 -1I hours)

(OPTION: This may be scheduled as aevening
Session if afternoon seems too long)

HAY 3 - morning

Session VI - Preparing for Re-entry (Total Time:
A hours)

' Exercise I - Guided Fantasy 25 minutes.

Ekercise II - Movine.On

BREAK

Exercise III -.Re -entry Concerns/Problems/
Resolutions

afternoon

60 minutes

15.minutes

90 minutes

Exercise IV - Educating the Folks Back Home 90 minutes,

. Session VII - Nuts & Bolts,,Forms & Procedurea.

4

IP

33
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SESSION I

WELCOME, EXPECTATIONS and GETTING ACQUAINTED
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SESSION I

WELCOME, EXPECTATIONS, & GETTING ACQVAINTER
0

Total Time: 1 3/4- 2 hours', depending on size of group

.Goals:

/ To provide an overview of the workshop goals
and activities

To share expectations

To begin the process of leaving the host country

To provide an opportunity for facilitators and
participants to become better acquainted

Overview:

The beginning session is critical to establishing the
climate for the workshop and assuring that everyone under-
.stands the intended outcomes; the methods of training; and
the ground rules for the conduct of the worksh6p. It is ,

also, the time for people to get acquainted even if
they have met before, it is helpful to have partiqipants
re-introduce themselifEr in some way that is relevant to 4

the workshop.

'Exercises:

1. Workshop Overliiew/Goals

2. "What's in a Name"

3. Expectations

4. Working Togther

Materials:

Flip charts, marker pens, tape,
Habdouts: . pencils

participant,notebooks
"What's in a Name"

35
I I
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EXERCISE I - W6ikshop Overview

Total Time: 36 minutes

Overview: 4

SESSION

The purpose of this exercise i6 to introduce the
trainers and other staff and to provide a brief review
of purpose and goals orthe-workshop.

Procedures:

Time Activities.

Welcome 1. °Welcome and fitting Acquainted - .

5 min. - Introduce yoursell and welcome participants
to the workshop. Introduce any persons
responsible for the workshop (sponsors., etc.)
and provide an oppottunity for them to
welcome participants.

Overview . 2. 'Workshop Overview - In the description
10 min. of the workshop the following poidts may

be made: ,

A

For the moOpart this workshop justa "staging"
for your trip bang to another country with a culture
that id different from the one in which you've been
Jiving for the last 2 or 3 years. The major
difference now is that you have a bag of skills to-
to use in adapting to the country and culture ,.

of the U.S. We hope this workshop will help you
foc4s on those skills and howthey may be applied
to your transition back home - including getting
back to school, finding- a job, as dell as relating
your PC experience to friendle and relations, etc.

J

4....44111

Attendance at all the sessions is important since
the work we'll do in the earlier sessions will be
used in some of the later sessions. We've tried
to design the workshop so it flows logically and
so the sessions build on each other.

Use the notebooks as ajournal to record thingseyou.
want to remember and be able to use later. Those
notes along with the materials we will give you
will provide you with a reference book that we hope
will be useful to you once you get back to the U.S.
and unpack it from your freight.

36
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.

Exercise I - Overview - cont.

20
goals/schedule
on `flip chart

en.

3. Workshop Goals/Schedule - Brief)y review
the goals of the workshop and explain the
sequence of the sessions. Workshop goals and
the titles and sequence of sessions should be
displayed on a flip chart for this presentation.

Put on flip chart the following (use your
own words)
Goals
IrPitting closure on your PC experience
b) Looking at your and PC's role in development
c) Preparing for re-entry - what to expect and

. bow to minimize the stress of going borne
d) paring to share 'our PC work through

d velopment education (PC Goal #3 - sharing
th PC experience, educating the public about
de elopment and integrating the experience
into your future life)

'e) Time out to examine in a structured way
there you are in your life and where you
are /would like to be going

f) Identifying. clearly your major skill/interest
g) Writing a resume - things to consider
h) Getting the job/position you want
i) Some of the "nitty gritty" about termination -

ticket's, packing and shipping, paperwork, etc.
j) Reviewing the PC (country) program

37.
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EXERCISE II - What's in a Nafiie

Total Time: 30 minutes 1,

SESSION I

Objectives:

. To allow participants to, get acq9anted.

To get people talking.

To begin building a 'sharing atmosphere;

Overview: .

This exercise gives participants an opportunity to
get to know each other. Even if they have met/worked
together before, this activity allows them to get reconnected
and begins to get them talking and interacting.

This exercise is the first in which the participants share
something about themselves. The design suggested here is,
therefore, fairly simpleand doesn't involve a lot of risk.
You may choose another exercise with which you are more
comfortable and gets at the same goals.

Procedures:

,Time Activities

Introduction 1. Introduce exercise by stating the purpose
Set-up and asking, participants to divide into groups
5 min. of 4-6 people.

25 miz-
Smalrgroup
Distribute
"Ahat's in a
Name" x

Mc,

2. After groups are divided, distribute the
handout "What's in a Name".

lc am going to ask you to do some.sharing about your
name. Take a look at this sheet. It has some_
questions about your name such as: did you
get your first name? Do you hat an stories
related to your name, etc., e eh person
take about 4-5 mingtes and talk little about
your name keeping these questions infrmind. This
win give us a ckance to get acquainted again ,

and to begin to establish a sharing atmosphere..

You may join' one of the groups as a participant
'after you have set up the execise and are sure
the groups are working well.

38 -
.
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Exercise II - "What's in a Name" - cont.

Time Le the groups know'when 5 minutes are left
Check fof completing the exercise.

Summary 3. Ask group to'share some of the interesting
5 min. "stories" about names.

SESSION .1

of.

I

c

6

39
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SESSION I

44

NOTE TO TRAINERS: ''' ---
v., vi,.. I -

Listed below itre fiye possible introduction eprbises
that Can be used. The-trainer may prefer to use another
exercise that.will'aceomplish the same Pufpose.

4

/...

the
0

1) pad and Quartet
.

,

S

a.

Air

AMA

Each perbon meets`Ad.gets td know one other person;
he/she, in turn, introduces his/her partner to-aneeher 4y 4d.

2) Depth Unfolding Process

Because it stakes five minutes per perion, this exercise
should be done in small groups. .*The leader should
disclose first to make trainees more comfortable.,

In the first three minutes, tell what has.brought-you
to this point in your life. Use one minute, to descrite
your happiest moment4as.a Peace Corps volunteer! Ilse

the bast minute to answer questions from others

3) Structured Introductions
.

. In dyads, small groups, or in the large group, participants
can talk about their happiest moments, write a

°goodbye letter to host country friends," Write a'prdss'
release about their return to.the U.S.

4) -Life Map' '

Each person draws on newsprint with crayodb or magic (
marker a picture of his/her Peace Corps experience, L
using stick figures and symbols.

5) Sentence ComRletion

The trainer presents a series 9f unfinished sentences',
asking each group member in turn to complete the
statement. , .

Example:

One of the th ingsI like best about my Peice Cork,
, experience is

The thing I will miss most is

40
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-.Exy4ctationse

.

Total Time: 30 minutes . , -...,
..

. 10 . ,Overview: . ,
:

N. ,-
.

. - . or .

The purpose of this exercide-.1s to proYide'eaCh trainee
with the opportunity to identify and clarify hi /,her owl goals
and interests 'for the workshop. It. also "ptoirites an'ioppoi-
tunity to match participant goald with-the content ,of till* work7
shop and to negotiate any inconsistencies-ibi-ch may eiist.

Ir

SESSION I .

J.*

Procedures:

Time . %

As

Activities

Introduction 1. Explain purpose of exercise then ask
5:m1n. . paiticipants to write in their notebooks the
Put items on expectations they haVO.:for the workshop.
flip chart

,
Expectations may include things they want:

A.

. ,
Y qa

- to know
tc have given to them

-'to have happen/not happen
- .the facilitators to do/be
- the other participants to doibe

o be able to 69.

Encourage them to write quiCkly,and to try to
record as many' items as possible.", Allow no
more than 5 minutes for this activity:

0 .

,Peportng
`,..Expectations,

'

#

141Acii
expectations
to Goalts
5 min:

et

s'

Summary tc.

O

2. Ask participants :to, share their expectations '
with the large group - one partiqlpant giving
one expectation which has not beep sta 4 before.

; .

Get at least-one statemplit from each participant .
.Record each item on newspiint/Ilipchart

Take a few minutes to review thi-trigt of
. .

expectations. Commentoand eliminate thos9
that the workshop dannot hope to address.. Account

,. for all expectationslilted./ThOse that are
not part of the agenda m3y0Ke metedhpending on -
.tingenuity of facilitator. Do not leave group
with a list of expectations the facilitat:n. or
the program cannot meet.

;01,.

4. Move froth this exercise directly into the
Transit n "Working Together exercise.. You may want to

combine the two and '.describe the items under
:organization as'some bf the expectations you
have as a.facilitator. f

I
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EICERCISE IV L Working Vogether

Total 'Time: 20 minutes

Objectives:

x

SESSION I

_ .
.

.

p, To present and discuss the administrivia re: 'time,
cdffee/tea,hreaks, housekeeping issues, travel

1 vouchers, §eriem,- etc.
6%

. . .

1 To reach agreement regarding ground rules abdUt
attendiume, participation

. 1

To plarity:rolg of trainer and participairts

Over4iew,

This exercise is focused towards reaching agreement on
the ground rules for how workshop participants and staff will
work together. It is also ansopportunity for trainers to
clarify their'roles and expect aptions.

Procedures:

Time

Introduction

Mech ice
Faciir.ties
*541n.

'1

Gr,ound
Rees
5 min.

Norms
5 thin.

_"

fy

Activities

1. Review purpose.andobjectives of exe;4ise

.2. Present and discuss appropriate' points
regarding the "mechanics" of workshop .

including:

- starting /stopping times
7 break/meal time
- procedures re: meals
- facilities.- restrooms, pool, offices, etc..

3 Give some general iules about the workshop.

- Attendance -= no coming & going, arrive)Dn- time
- Participation - The more you give the more

you get,etc..
. - Listening - Allow & encourage each person

to speak fully befol-e the next,person
begins talking.

- Importance of keeping. on schedele:1"

'e:4. Discuss the group norms which will help
the workshop be a success.

O



Exercise IV - Working Together - cont.

Trainer
Expectations
Role
5 mir:

Summary

i

4

do'

SESSION I

. #

-. Need to trust the process and-trainer..
-'Push yourself - stretch even though it
may be uncomfortibie e- that's part of
the learning ,procesd.

- If you want to pass during any exercise
you have that right. .

- Avoid being judgmental with others'
contributions

-'etc. 4

Outline. any expectations you have as a trainer
'as well as the role you Wish to Assuiae
Responsibilities may include:

tig

- providing structure/instruction 9,

- introduce each activity and assist in
it's completion 4.

- monitor group eriergy,
- manage how the grope works
- probe/push/facilitate the process .gf

"looking within'!
- driaNhave fun/generally':enjoy the experience

6. Summarize the activity by emphasizing that
the workshop is really directed at helping .

participant's realizethat they have many.
of the skills and information needed'to'
meet the challengeof leaving 'and re-entry
The purpose of this.experience,
is to identify those skills and apply
to the situktion/problems anticipated
in the COS process. Doing so requires
an atmosphere in which self-examination
and experimentation can taltS place - and
where we-can all be resources to one
another.

43
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WHAT'S IN .A NAME.

. 6

SESSION I
Handout

S

Our names are one of the most distinguishing characteristics
of who we are. ,Share with the group some of the reasons why
your name is special.

i . s .

.Some things you might wish to. share:

'to 'Do you like your name? Why or why not?

How did you get your first name?
t ,

,

6 Does your name(s) have any meaning?
. .;

What is the orig in of your last name?

Famous (or infamous) ancestors?.

Funny stories, incidents related to your name?

Anything else you may wish to share

4.5

.2.



SESSION II

REVIEWING THE PEACE CORPS EXPERIENCE
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SESSION PI

REVIEWING THE PEACE CORPS EXPERIENCE

'Total Timer 3-4 hours depending on size of the group

)1111tGoals:

To provide an opportunity to explore the feelings
and thoughts associated with closing out PC-,fiervice.

To develOp information which will be used in later
activities of the workhop.

To identify accompfishmehts on a individual, program,
and country basis and evaluate those accomplishments
against personal and Peace Corps goals.

Overview.:
)

It

The purpose of this session is to begin the process of
reviewing the PCV/s experience with regard to their sense of
their accomplishments and feelings on leaving the host country.
Some feelings and accomplishment statements will come up in
the "Coat of Arms" exercise. Other accomplishments will be
noted in the "Volunteers in Development". The exercise of.
"Learning from Success" which reviews accomplishments will be '

useful in later discussions regarding resumes and development
education.

The rationale for the "Volunteer in Development" is based
on the assumption that PCV's often find it difficult to
identify individual contributions or accomplishments. In fact
they may be feeling particularily unaccomplished. The "Volunteer
in Development" exercise is directed towards assisting the .

volunteer to not only.get in touch with his/her accomplishments
but to also identify with the collective accomplishments of.
a particular project and of the entire PC program in-country. it

The "Ltarning from Success" exercise uses the accomplish-
ments to begin the development of goals and skills which will
be used in the development of resume and planni the job
search.

of the exercises in this session are directed at
assisting the volunteer to be able to stand back from

, his!herPC experience, to gain perspective about it, as well as
to becomelmore articulate in explaining his/her role itt

47
b
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Session II - Reviewing the PC Experience - cont.

development to others. A volunteer's inability to be articulate
about the Peace Corps experience and its importance to him/her
personally is a limiting factor in making the re-entry
transition a smooth one. This inability hurts employment
chances as well as diminishing the RPCV's sense of accomplish-
ment. It is therefore important that this review be done
well.

Exercises:

1. Coat of Arms: Reviewing the PC Experience

2. Volunteer in Development: .Worksheet and Discussion

3. Learning from Success: Worksheet

Materials:

Worksheets:

I

Coat of Arms
Volunteer iikEevelopmdnt
Learning froth\Nccess

48
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EXERCISE I - Coat of.Arms

Total Time:

Overview:

1 haul.

,

-49- SEES ION kI

a

It is important in this session to help participants
focus on both the thought* and the feelings they have about
leaving their Peace Corps experience, and about going back
to the U.S. Exercises like, the Coat of Arps,helps do this
because participants use both words - which describe thoughts -
and pictures which describe feelings.

Procedures:

Time Activity

1. Explain purpose/objectives of exercise.
15 in.

. 2. Distribute the "Coat of Arms"'woeksheet
Prepare a copy of the "Coat of Arms" on a
flip chart and instruct group by labeling
sections as follows:

a. In Section 111, draw a picture of the most
important "thing" you will take balk home with
you from the host country.

b. In Section #2, identify 2 persons (first name
only) who have influenced you the most during the
past two years.

c. In Section #8, draw a picture of one of your
accomplishments as a Peace Corps Volunteer.

d. In Section #4, describe your greatest accomplishment.
. .

e. In ilectiori #5, draw a symbol or portrait which
best represents your Peace Corps experience.

f. In Section #6, describe what .you would like the
host country to remember most about you as_0,--
Peace Corps Voluneer.

Coat of Arms 3. Instruct participants
10 -Y5 min. own "Coat of Arms."

Sharing 4.
and

participants to find partners
10 milli. and share their "Coat of Arms."

to complete their

49
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SESSION II
.1

`Exercise I - Coat of ,Arms - cont.

.

Large Group 5. Reconvene participants in large group
Discussion and ask 5 or 6 people to talk about one
20 min. or two sections of their "Coat of Arms ".

As participants share ask questions to whole

Summary

41(
group such as:

(. - What things surprised you?
- Whts.t feelings do you have about leaving?

Re-entry?
- What issues does it raise about leaving and

and going home?

Give participants time to record in their
journals. -

nA

6. Note the themes that occur during the
discussion. Make the point that it is
important that we keep.these feelings,
memories and accomplishments in mind as
we prepare to close PC service and re-enter
the U.S. culture. Emphasize that as the
workshop continues, the information on the
"Coat of Arms" will be the basis for
further discussions.

A

41.
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EXERCISE II - The volunteer and Development

5pital Time:

Objective:

Overview:

90 minutes

4

SESSION II.

4
To assist the COSing"PCVs.to identify and discuss
the individual an4 programmatic contributions
to the developmentof the community and country
in which they have lived/worked.. Additionally,
it begins the process of attending to Peace Corps
Goal # 3.

)r
- The importande of this session lies in the hope that

it will assist the RPCV to be more articulate about his/her
Peace Corps expgrience and the contribi1tion to development.
The lack of ability to describe this contribution is often
based on the fact that the PCV has not pit his/her experience

minto perspective.- Ti& volunteer frequently'has little
funderstanding of whaWsucceqp"ois with regard to the PC
and development., The sense of success is a complex
comparison of actual accomplishments against the volunteer's
original expectations for contributing to his/her own
development as well as that of the host country. Arsense
of accomplishment can be further complicated by an
unconscious decision that " uccesses" in development must
be major, earthsha4ng, an measurable in tons, thousands,
or miles. It is equally im rtant to realize that some
successes will be centered a and just "surviving", making
friends, planting one new crop, or some aspects of personal
growth.

4.

It is important to remember. that many volunteers may
not be feeling "good" about their experience. Some will
,probably be feeliqg a sense of having wasted two years. Others
may feel guilt for Not having accomplished very much in the
Way of helping of developing the hodt country. It will be
important to discuss-that those feelings exist and that they
are a legitimate part of the expression that can be made
during the session. It should be emphasized that it is
important not only to assess contributions as individuals
but also to look at the collective effort of the project
and the larger Peace Corps /program.

Materials:" Volunteer iti Development - worksheet

51
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Exercise II - The Volunteer and Development cont.

Procedures:

Time

Preptration
Flip Charts

Activity

1. Before the session prepare:

A. A flip chart with the follow/ . .

1 2 3 4 5 6 8 9 10,,

Built
Mole
Hills ,

B. J1 flip chart outlining the Peate
,Corps Goals (see page 57)

Moved
Mountains

Intro uction 2. Explain the objective and purpose ,

5-10 ml . of the exercise using the points from the
overview (above).

Review ,

PC Goals
3. Using the flip chart review the three
PC goals. Point. out that these goals form
one basis for assessing the success of the
PC's contribution to. development.

Rating 4. Explain rating of accomplishments:
10 min.

For the purposes of this exercise we want to
focus on GoaZ #1 and the peace Corps contribution
to the development of the host Country. &wooer,4
the clearer we become about our sense of individual
and coZZeWve opntributigm to development the
better able we will be to help 'the folks. ack
home understand development.

Let's go back to GoaZ # - you each have your own
sense of how well you, your project, and the PC
proginm as a whole addressed this goal. Think
about it for a minute -Row would you rate the
contribution on a 10 poirp scale Zike this:

Show prepared flip .chart with rating scale.

Ask each participant to give his/her rating
and record it with a "tally" mark on
the scale.' After all have given a rating,
ask several participants to give the reasons
for their rating.

. 52 !.
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SESSION II

.

Exercise II -.The Volunteer and Development - cont.

Complete 5.. Distribute Volunteer in Development
Worksheet' works eets.
pages 1

As you think of goal #1 and yvut reason for
your rating we'd like for you to tdfue a closer
Zook at yourown contributions to development.

Volunteers in Development Worksheet
will help you to take a more detailed look at
your indigidual -success regarding goal #2
as well as that of your fellow volunteers,
counterparts, and the PC program as a whole.

As you consider your individual and collective
success /achievements /contribution to development

keep in mind that an achievement cm be anything .

you feel it is - amtething yml feel contribUted,
something you are proudW - no patter hoW small
it might seen. Successes in dWei,opment include
friendship's, giving it your "best shot" and both

* beginning and/or completing projects.

Complete 6. Ask participants to'work individually
Worksheet 4 to complete Part I and II of the worksheet.
15-20 min. Encourage participants to answer each'

question as completely as possible. Also
note that this is a change to "boast" a
little. Even thoggh we may not be
comfortable wi h tooting our own horns, in
this case it p ovides the opportunity
to begin to r iew the PC experience in
a meaningf way.

Allow about 15 minutes for participants to
complete the workshveet. # .

Small Group 7. After participants have completed
Discussion the worksheets ask them-to break into
20-30 min. groups:of 4-5 to discuss/share their

responses. (The purpose of the discussion
is to assist participants to gain a broader
understanding of the collectiVe contribution
to development' and to stimulate additional
'thoughts about indiv,idual achievements.)
Ask each grpup to be prepared to summarize
their discussion to the rest of the group.

Trainer'Note: You will need to describe.Goal #1 ab gOing beyond
just supplying personnel to include contributing to the overall
development of the country. , See description on Worksheet.

ti
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Exercise II - The Volunteer and Development - cont.

i .

. i
Ilk ,

. ..4 .

k

Large Group 8. In the large group ask one member of 4 4

Discussion each small group to summarize the points
30 min. i thatcame up in their discussion..

Specifically ask for examples of

4 ;I> . .

f-.4

(

a.) Achievements/contributions;
b) Leadership';
c) Activities which may need ongoing support.

- Ask each group to,record their responses
,

v
.

the
on a flip chart.

. After.a brief discussion of the examples
. and any.other comments, go back to the

original 10 point rating scale and ask
participants if they.would change their.
ratings and if so'whatrwould it now be.

. (It is likely that with a better understanding, 4

of the collective contribution that the:.
* .ratings will be higher.) 'Ask for reasons

for rating change .or the lac of change.
4(1.-

Summary-. 9. Summarize exercise by making the following
10 min. points (as appropriate)!,

A

As you begin to look at yourrindividWIrand
colleative contributions to dip elopment
hopefully you haye a better 152,4pective on your, /,

PC experience and its importance, to youjand to
development. In'the next exercise werl use some
of the achievements you noted in this exercise to
begin a more thorough look at you*' individual.
successes. Before w do that take out your notebooks,
and record your thmAghte about the following:
(puton a flip chart)

a) I see development as
b)11 see that my role in deve 'ropment has been

Allow participants several mi tes to write.
Conclude session 6Yoting tha as the
volunteer completes their las 2-3 months
'in service they, may w to continue to .
review theit understan g of ddvelopmeut
as well as their role in it.

54
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EXERCISE Mi.:- ,Learning n. oin Succest 4is

SESSION II

. "Total'Illme: 90 minutes
' ..

Objective: . 14. ,
7 .._

.
- . -

. . - , 4-

1P-- To begin.tbe process of transferring...Vie, PC.,eiperience
.to future &,1) opportunities . -

0

..f, To.-develop a list of successes_' that will be .the basis
; for the identificatIon of skills and achievements to

of a resume. +,. . . ,.. . be used in- the development . ! -
-. - . -4-------ao. . N .

P. 4.4. OVel;Vj. dW : r. .
.

...+...

. # .
4 . . 4 -

Z!. ,The purpose of this Axereisee is to.,b9gtir to combine the
'success ILO- achievements in the Peace Corps with those 1.' ,

. from previous job and non-:job relateeaperiences in order
to begin to identify skills and accomplishments -.that may be'*. A
transferred to4utuie professional endeavors. The initial 7 ._e4 ,.
information for this exercise is drawn from the accompli.shMenls
noted in the -PdOate",f):d Arms" and "Volunteer in Development". i ,.

4 actiiities. this rexercise is preparb.tory for0the activities\:\
in the next session and its thbrough completion will greatly'- °
assist in the -identification of mArketabIe skill.s.,and.,jpreparation of job objectives and the resume.. .

-:
.

, .

Miterials: "Learning from Success" worksheet - t

s

Procedures;

Time

4

IntroduCtion' "1. O'ption.'--
Distribute
Worksheet 2. Introduce

worksbet:

Activity ,.%

Enerkiie't t
ex;rkei,se.Anct distribute

In this exercise youtti\be\working,Idioiduaiy4414.-
do J om0 thmEing :tad wring about ~your,

,... aee ihments. - OleexerNies e tilt eaiied -
.."( ','Le tw :14* Ituedeasn 'and this worksheet will

. , hap qu to identify what you feel .yaier successes '
have. been from your PC as weii asOther experiences.
Tn..V.elditio* to the aeconelishstients you've viready .,

; , ..noted in the "Coat of Arms" andVo';u?,tteer" in
. . . .' DeoWopitenpfr exercises it wiii..iiiketbe listpfui

.1

' to retiew i4de eeees .from other jobsT school., or- ..
.

4 A. . ..
r ,., C.

r 0. 1 itt
Ct ,

, ' °.

t . ,
%

#

1 et
'#

1;
t 5 5.'

.00 ;if #.

'7 # ;4'Ii S*

4.0

o.
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Exercise III - Learning from Success - vont%

SESSION I

other activities in which you have been
involved (church, civic groups, social
organizations, etc. ).

As you complete the was heet keep in mind that
4 a success is something you did, which you enjoyed,

. andror from which you got a feeling of accomplishment
and Zatisfaction. A success doesn't have to be
"monumental" in order to be recorded here.'

a
Review each section of the worksheet giving
examples from your own experience and using
those provided in the partially completed
worksheet at 'the end of this session.

Complete
Worksheet
40 min.

Large Group
Discussion
15 mln.

Sununary
5 min...

.

.

Journals

One purpose of the exercise' is to develop information
to be used and to define, At:Ziaand job objectives
for use in a resume. The Wore detailed you are'
in completing this worksheet the more useful it
will be to later exercises.

3. Ask participants to work alone and
complete the worksheet. Trainers, shouTd

, assist on an individual basis.

4, As participants begin to complete the
final- section of the worksheet,' "Work

"mIummflary,".you may need to review it to
clarify what is needed.

110
5. In large group ask participants some or
all of the following questions:

. ,

Are the things you like to do best also
. those o.t which you are the most successful?

me p
What surprises were there. for-you?

From this exercise how would you summarize
your strength*?

. .

.How can this be useful in cqmpleting your
resume?',

6; "Review purpos6 of the exercise. 1 Set.

tip for next day activities by describing
what wi\l happen and how this session's
activat es. will contijbute to it.

participants time tol.record in their
Seurpail. ailyYthoughts to remeniber, things..
thby've lvtined,

56,
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Worksheet .

Session II 7

,VOLUNTEER INOEVELOPMENT

Worksheet

,

Part l - Individual Contributions to Development

'Peace Corps Goal #1: ....to hr 1p the people of
'other countries in meeting their nee ft for trained`
manpower,particularily.in meeting the basic needs of
those who live in the poorest areas....

. ,

Obvi s achieving t s goal isifax more complex than ; -.

merely "13, ir". g trained bodies into mite." is rath
involved i.4 e context ofdevelbping frie,dsciipg,

..

..-

.1-..
providing le-e ship, and in addressing thie proOlisSueS '.!4....!

of development n the thiid world. Pdace Cor 0 ..,.--.. 'i

contributions id this area combine) tti st dlied'7,:-:.'!" '' :'-
b/ which we .can meadure onr s rye.des and7-f wilii..: f:.-2 : r.r1-/

7, .7 .. . - ..1 t ': ,: `;
e ,

. .$,:. : . 'I, - rt.

.

As you review this goal think of your q .1010tiende-: -,._ ;.1,,.
, . .. ..,as a volunteer and what you may have contrib tedfs, d:,-.-, 'vo

towards this goal. The components of development are .,/,
,:..e:.

! :.1 *; .:;.

varied and range from motivation, personal apsociatiOnj:: ," .:....,.,,

organization, material construction, and implerpenta4on,44,_ - ,:_,'

, ongoing programs. The initiation or completioiri of-: .', '.''1,

the ,components of'development may mark signklit suc040: ' '. .A. .

in contributing to the overall development cif:a:.0qvitrunkty ',... ', ,!:

or a country. Use the following questions. aSI,PO'in-ts ', li.1.:," ' .-:"1;''

of referekce in considering 'first - your r ii)diIidual ...... ;-. t ioto .,.. -:,

. :. ,i; :--contributtons and - in Part II the cOntribnftons .6,1!..'
your PC acrd HCN colleagues. . . .

;

::

_

"Ift

k

/
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SESSION I
Workstiedt

.

page two

Volunteer in DevelOppenx - Part I - cont,

I. or
1) What is the,nature,:of the network of friends, acquaintances,

colleaguei you Have deVeloped and how has it helped in your
assignment and in your life as a PCV?

2. In what ways have you provided leadership in your village/city/community?

-

3) Did you find yourself working through/with others or primarily .

' alone? What were the reasons? ling -tera impact?

a

4) What aspects of yout prOject/assignmeut are complete?

t:

/,

s.

What efforts/pro)ects have you started that you feel will be
ongoing without you? /

ti

. .

. 6) What have you .started that will' need on -going support of either
HCN or anothetPCV? .,,

40 I

;. .

7) In what -other ways do you feel -yo have contributed to the development

)

of the host country? -0- f

I
.

A



SESSION II )1/

page three

Volunteer in Development Worksheet 0

Part II Contributions of Others

In addition to your own. contribution yoU may be/aware of how others
have assisted in the development of the commumity/country.. Using the
questions in'Part I, as well as your own obserVations, describe
for each of the following categories:

ti

Is The accomplishments /contributions of counterparts/RCN's'

2. Your sense of what other PCV's in your project have
accomplird/contributed; and

sa

3. The contributions the PeacelCorps program as a whole has
made (inclUding other projects).

c

4.54:7 YOUR VILLAGE/CITY/COMMUNItY

(1) Counterparts/RCN's

(2) Other PCV's in project.

(3) Peace-Corps.

THE COUNTRY AS A WHOLE

(1) Counterparts/HCN's

1

(2) Other PCV's in project.

1

(3) Peace Corps.

61 ,
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SESSION' II
Worksheet

LEARNING FROM SUCCESS

Your responses on this worksheet will help you to know your own
abilities and skills better. Your responses will help clarify the kind
of job you cat do well and enjoy doing.

S. Most people can readily admit their mistakes and 1porn something. from
studying their mistakes. Relatively few can as redly admit their
successes and study what they have done well. ',.,

.r.._
.

For the p pose of this worksheet= a success i s ply something that
you have one thoroughly well,, and enjoyed doing. Some of your

. successesimay not have been important to others; what counts here is
the way You feel about the things you've done.-

EXAMPLES: Here are some successes that occurred to thers who have
worked on this course:,

"Developed a vocation J. education school in Dar es Salaam".

"Developed an'adult education program for lay people in
my' parish".

"Being elected president of my class in college".

"Effectively directifig dialogues between blac and whites
in Cleveland, Ohio".

"Learned to speak Swahili at a FSI

"Developed a health practices Manual td be used in conjunction .

with TEFL".

1) What is the first success that comes to your mind? Outline it
briefly, tell how old you were at the time.

2) What kind of activities give you most pleasure when you are not
at work? (list 3 or more)

Ire



Learning from Success - page 2
-68-

3) In your latest assignment, what parts of it did you do best and
enjoy most?

N.;

4) After high school, what subjects did you enjoy studying? (give three)

5) In the spaces below outline briefly as many of you successes as
you can. They do not have to be listed in any particular order,
but it may assist you to select two or three from childhood years,
a fOta froi lour teen years, and two or three from each four-year 'a
period of your life. There is no time limit, but most people
complete the form in 30 to 50 minutes.

A.

B.

C.

D.

E.

.63 4

ef



Learning from euccess page 3
,....---

P.

H.

J.

K.

) L.

--69

*--

_t_

v
,

. 0

v

i

e

'I

6
.

,. . . .-.,

6) Make a check. mark in the margin against those you' consider your top
'ten4successes.. if you 'overlooked 'one or more important ones, use
an extra page co outline those you think should have been mentioned..

4t 64
;,
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Learning from Success - page 4

-

V

SECTION TWO
.

V

4

7) took over the successes you checked as to ten: Which one
is the greatest as you see it now? Place the letter identifying
it in BOX ONE below. Mark your second greatest success in

-'4171BOX TWO,-and continue it you haveldentified all sevqp .
successes. If two or m re yOu checked seem about equaVly important,
link the boxes with a li .

BOX ONE BOX TWO BOX THREE BOX FOUR BOX FIVE

.BOX SIX BOX SEVEN

8) Look back at the boxes which identify your seven greatest successes
in question 7. In the spaces that follow describe each of your

,,successes in enough detail to shoti what you actually did% and the
results that make it important to yOu Describe the situation
briefly, tell in detail what your actions were, and indicate
what the results of your actions were.

BOX ONE:

O

BOX TWO:

BOX THREE: 4

BOX FOUR:

l

4

65 ', . . )
.e .. ik
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Learning from Succeed page 5.

BOX PIV:\:

BOX SIX:

BOX SEVettr-6--

.4

-71-

10

ti

4
9) What are your hobbies? Give three if you can, and the number of

years ofyour life they have been your hobbies.
I.

I
5

%,

Ma.

f
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Learning from Success - page 6

-o#

_10) WORK HisT06: For each job, starting with your Peace Corps
assignitent, give the information asked for ill each of the ;tee.
columns. The middle column,may contain contributions which were not
paft of your formai responsibilities.% .

EMPLOYER and dAtes
yOu held job or

position

MOT SIGNIFICANT CONTRiEUTiONKTITLE and job
description

, IN
-,` {as you see it now). '

N.

.4

.EXAMPLE:

St.'John's,
. Boston, Mass,

9-76 - 6-78.

planned and,directed a preschool
for neighborhood children.

Designed curriculum, trained and
directed volunteers and trained
professionals to teach children.
Program restdited in providing
day care and learning opportu y
for'children previously deprived
of these needs. Won Mayor's Award
for Program.

67

Volunteer: Named;
Director of St.
John's Preschdol.

J Bad total adminis
Ative and

organizing responsi-
bility Su2erised
teachers, atirmanaged
the budget

t
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Learning.ftom Success - page 7'

o

.EMPLOYER and dates
you held job or

positidn

YOUR MOST SIGNIFICANT CONTRIBUTION
(as you see it now)

TITLE and 'job

description

4

I.

F

68
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for'SESSION II
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DECLARATIUROF PURPOSE

(PEACE .6oRps GOALS)

IRE CONGRESS OF THE UNITED STATES DECLARES THAT IT

IS THE PQLLCY OF THE UNITED STATES AND THE PURPOSE. OF

MIS ACT TO PROMOTE WORLD PEACE AND FRIENDSHIP THROUGH A

PEACE'CORPSA.WHICH SHALL MAKE AVAILABLE TO 'INTERESTED.

COUNTRIES AND AREAS MEN AND WOMAN OF THE UiiITED STATES

QUALIFIED FOR SERVICE ABROAD AND WILLING1.0.SERVE, UNDER

-CONDITIONS OF HARDSHIP IF NECESSADYA.T4
k -

(1) HELP THE PEOPLE OF SUCH COUNTRIES AND AREAS IN 11".

MEETING THENEEDS FOR. TRAINED MANPOWER, 'PARTICULARLY I,N '

MEETING fHg BASIC NEEDS OF THOSE LIVING IN THE POOREST ..

AREAS-OF SUCH COUNTRIES,;AND TO

c

* -*

(2) NELPVIMOTk A BETTER UNDEASiANDeG OF THt AMERICAN:,

'PEOPLE ON ,THE RT OF THE PEOPLES SERVED AND %

.

(3) A BETTER UNDERSTANDING Of OTHER, PEOPLES ON THE PART,

OF THE AMERICAN PEOPLE.

,

W

I.

4
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BRARNM R OM S1,3CdESS

Your responses on this woiksheet-wili'
abilities and skills better. Y urre
of job you can do well and en y do

s

. . , ,

.

e I,
54881 I I l'sV
Tral0r170;es

./.

', / ! : : ,.

III Y#1,.k;4°' la* YOif,* QUA, / t.
pig `rues 5,71.1.1hilp Clittitiy: the icind- /

. ......,

Most people ca readily'
studying their stakes

-4H

Relatively finr.ti4,4a reactily,.*'
t their sziStfilc'es,,,saiti learn 1sodie

t their
ing tfrom

,..,
successes and study w.- hey have done': Welt.., ' . ,

,

.,

10 :;% ,... :-.4 - .. _let. /4:
. : :

For the purpose of this rksheet4 a ansoeie.i.e,aitap17 entel:hing -1).1i.

you have done thoroughly well, aid enj4yed:cloing.: Sont!'..of.7kOli'

,--Buccesses may not have been (important -to oth.ersv whit..ciiiimtvbe is ,4,

the Is/ay vou - - aboui ihe thingdyou'viAdoni.4-': :., .;7!-..,:-: -, '. >.

k ,
1.4

1 .,

f V

/

4 44s 4

e ,.. ..
mks% Here are soime.'aucteases Oat..octet-red It, -9P14-if _. 9:title-- ''': :.' '.:. Z

. 0. e ,

Awl on thia'oontie,:' -..';::, . _ .: --t-- _., --'- ...:::::;- , --,.:_l :- ,-...:.6 ...V. ... .
. .. '011b:..... .

e . .... . tk, ....
. Milai,I... .'. . ' ' .

"Developed a vocatiodal education sohooli-Art-114 -is Sataiim- 0-, , -. ---,__.:-. --
., ..., , -,...

6.0,........'........-

a

"DevelOped an. adult *eliniatiOntrogrsm
my.vartsh".

41
"Being elected president of mi."q1a_ss in. sa-le

`, ".:. .- .. 6 . .% . ,, , ,..--, .-

is

!

.

" Ef tive4

-v '

ialig dialogs le4

-

bet iee..-n-,....441 STC_white_
in Clevelindi Ohio'-', Ot . --:2-,."- .

:, ... --,
8 ....-

"Learned t0' .spick ,Swahili etsa- Isl. 34'7" f:::---j- --. --;.::..

s
-, .. . I.

s

' . -1'....,, ....' .. s
s ' -.- t -. s 1

i ... 1 -:
"Developed a health prnetAces..'_manume_to be.i.,' used-Iii:C'Etion ' ---`, . .-,..
with TEFI.q. .... - ,.

- --..

,.. ...._ ,.. -, _'' . ..' .. .

: *that is the first succasit,thae-cOmes to your"kin...:at Outiltie'it:;

briefly,;,tell how old. you were at at-1%K.,
.

2, pde wee. 44eiviii*
.----

i-
1.44,4 IVci>t

._.
ice` 1

0,44 ,4;411--

. ,
2) Whit kind f activities give ).1 Adds t pleasure'

4
at work? ist 3or more).,..

WA

Ott are n6t

4_ s
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Learning from SuCcess - page 2

e

3) In your latest assignment, whet., parts of it did you do bedvane
Injoy most?

4)

fw
After ,high school, wigif subjects did you enjoy studying? (give, three)

4

5) In the spaces below outline briefly as many of you successes as
you can. They do not have to be listed in any particular order,
but it may assist you to select two or three from Childhood years;
a fey from your teen years, and two or three from each fotac-year
period of your life. There is no time limit, but most peofle
complete the form in 30 to 50 minutes.

A. 4e61.4-4Aai- At-t/c_ ,azeAl2. ezA9k 4;2 0AlAkkA

,40

Ai 1/ t1/44 el Cia4do C/Olartit

.7;

-; t.

.'-: ;
... v.-,

.c
-s : ,-

":. - I

, '- ;"
- , f

...a. . 4 a- ea. , .P

''......1::.,, :a.............Stk.:S.:,:i.,.

2,e-7 .

.i"' y ''r, ;. ., 1

..A $'-....-. .....,

.
f.:.--.. . --...--:' .-.. ,

_-. .....-:-.-..: ....:- -, ..

. . 0 ...... ..... %.. . .., .,... .; ;0'.... .. . 4 %a ' ;
.. : .....;:, , ..... f...' : .. 4; , . ..:. ' .

_ II. .o.'. 4
; el -

'ee : 4/, 1.

, 1.efi

1

r '

.:
---

4. _v."

, ^
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F. Aid a, Axi/c.ci,

ae&e.a 4e.

G.

St

4-

, t .
. :t . ..-. ..# A i '

A l-,... % . " * \4,
', -. .. . . , '

6 :4404 at", becic.stric_fe to4trgt.n..flgainst thcises You consiclet'irimux .tipit ,ten st,ucp.fssesi If *.Arerip.oked,one or.akt.T$ importint ones. use ----\----:
.. qr. i4c.tta page to ,o'utilite 4081, you, think shoild have been mentioned.

...it - I .II, v ':-....: . . '. \ ''
, ..% .. ' 73%. ". e"

' 0 ,.. . .».
\ \V.".., ....'1','1.1/1 -.° : * .\ I

- 1 ,t, v.,. ' ...V. -7._-..... ..., . \ , ....:. t
..-. .4 .-4:4\ .... -, "

4,. t" - , t4. t. VI ... .

1,

te
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1:

7). Look over the.si ceases you checkid as top ten. Which one

. is the great(st as you see it now? Place the letter :identifying

. ., .

Learning from.Success - page 4' -82-
._ .

.,-. . ,, ...

., ..

e .

pt.

...-

SECTION TWO

111 it in BOX ONE heloti. 'Nark your second greatest success' in

.
, BOX TWO, and continue until you have identified all save& .,....

.

successes-. If troo or more zou checked seem about equally important,
link the xes with 4 line. ..

: 1 Bbit ONE TWO -s BOX,,TEREE BOX FOUZ BOX FIVE

4-1 C.,( L-
-

AO - . BOA SIX , , , BOX SEVEN
. ,p.q , 4

. . -

Look back a the boxes which identify your seven greatest successes

. _..../\.in. quest for 7. li that spaces that follow describe each of your -_-
-,...-

A successes in enough detail to show what yoti, actually did, and the
( results- that make it important to you. Describe the situation
%,.....itriefly, tell- in detkl what your actions were, and indicate .eat the results of yonF actions were..

. -t .

\..,
-- iox : -rkefi Aei Cal 61-.Cic/ dadiAlibt/744 4COCM/11$74;401 '.:71c; detiehp. 4-

ALPO,- d.lyMe.... 4 doch* -edve4:144" iketl.earl kVA 0 a usaimok Alged A
'-- *.pairilmetiozrei ,./ 44/42Appsie,174 4ind z #444% -7: ute-'i -0 aIur

-

I :1

cdeci kagwiles classes. odoxYgreci pok4tigs Pa ieedgais bit - r

,DieeS(ges , art ta.r.cof i. AFCals-ift! else AL. 4151,0me07" fowor pod, 1

. healifi. ?5,i40;k ,k,./h,r Wir Aeve.61.:44, 404401\4441 rricerld- re1,8;*/ k4i, /
...,..5../t4t:/.4-,r, .0V /1,2c.,0./ A. i../0.4. pi hmate:ciiteraver-it. .. . - /BOX TWO: 3 .

.45 re-Naz class puslie,ezt 2 alAczcAv i 1 awe/440WA caloi lotojec112c.;.eetV
o...?-15,00,4.1 -A* "II,90" stitteckn ne /49 hosiedvAdv. I +4;4?6tss p_olloyi.os,
.Copt milOcif ass/V*1444s, developeink,de-poom-40404 -plut beimatte/do /acid 71/a.e eacia.; WI, eon-we'd /0.5441 it's/m.0es lb ,66.77114.5)01e- hiark.tely 744.,:itita.:.

.s. -t ovoitor pr.ofm., ioyeviits 411 044,t-eet.5 coPtis 1(1'''otit. -2.74i set,ii '.Xativ .,a- 006 sect/ire 4 Wale
0Box .

1
i ;-

r

BOX FOUR:

f

1'

.

$74 ,
0

-
01r*
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BOX FIVE: . j

I

BOX Su- : I
f

I
% N

.

.-- - c

.

BOX SEVEN:
,

I

- .
.

!

. ,
9) What ate your hobbies? Give three if 'you can, and the number of

years of -your life, they have been yo-ur hobbies;

Logic Leasive. tkaf..,4011..";.6 .

aoi.t ....apz.. ....
...

, .. . .
. .

A.p.itfyli' ? ' 4 . .,

. 4

c

OF

I

,

I

.

a)

4

4 -"-

,

a,

....,

.

V, I 14.040011 '

5.

#: I
..

I.

.

1.

.

.5

.

t

I
t i

I
. . 1

R e1 t 46

S.. 1 c /

I,

s ..

6

4

IF-
,a

v

1 .

.*

-
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10) W0 HISTORY:- For each job, starting with your Peace Corps
assignment, givethe information asked for in each of the three
columns- The middle column may'coptain contributions which were not
part ,f yOu:F.formaX responsibilities.

EMPLOYER and dates YOUR MOST SIGNIFICANT CONTRIBUTION
. you held job or

position '(as you see it now)

TITLE andtob.
description

EXAMPLE:

St. John's;
Boston, Mass,
9r76 - 6-78

Alvv§vA.

.t.)0-4-efticile:kr,.

i/59Ne)

.

You;sas
9/se

et

OfSekt"

Planned and directed f preschool
for neighborhood,childten.
Designed curriculum, Erain0 and
directed volunteer's and trained
professionals co teach children.
Program resulted in providing
day care and learnihg opportunity
for children previously deprived

.of these needs. Won Mayor's Award
for Program.

LOA.
Myra/4 cideekel riN/Aevo 1

-And kettilAf a4 bane )1440-

?Rachces. web& cold deriyA for

M toicrii devefopfov

oes t sci424. eterderirveav
evhid eRmetcled iitv,41,,, 4 /ua4'it
Paedh -epee/ itxda, bera hrs
CLAx5 dc.Rtopaot. 444 A014 eA:

a4004-er/ as pail- Atli awl/ skul,

rAcualeci prackre sedloo ori ct.
scrall supetteatke7 ZeAxecf spoirefe
i>icev6i0.1 pa402.44 aid fopomclectime
ac -kink v-efeActiales k incivie
heat4hPoccO, dems net
**Kelt §.!oeas,

40 76

Volunteer. Named
Director of St.
John's Preschool.
Had total adminis-
trative and
organiang responsi-
bility. Supervised
teacherk, and managed
'the budget

Veivideeit . as
Ccooding-lot
4leaJth Cduccrtiati ws-lit
Gua4euntiloo epacie9

Se f" PoPeDscd3, cip 461
annual Flan, -1-eawdeovi
t9lcieLowArb.

4

tom'e

ve..istlaflt

ed ets mcA.
)

Okdemt
slockel a peaket,

slo-P'Ailistf owe pc..ci- -604-
wdnz. s tkpc40444,
nicedeA
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LOYER add dates
you held job or

position

YOUR MOST SIGNIFICANT CONTRIBUTION
(as you see it now)

TITLE and job
description

r

.

r-

4

,?.

f
r

'
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SESSIi4 III - VALUES, SKILLS, and RESUMES

11

Total Time: 3 hours

Goals:

To examine values that are important to peopleas
working individuals

To identify Skill areas fki both volunteer
personal/work/school experience in which patticipants'
have'demonitrated skills

.
To develop a vocational o jective

To practice wr4ting a resume

Overview:

.

The,exercises in Session III are intended to assist
'vol,unteers to identify things that are important to
them in a working situation; to identity marketable skills
that can be offered to prospective employers; 'and fo.put
'both into a useful resume format. The accomplishments
already recorded by the participants in the "Volunteer in
Development" and "Learning from Suceess" exercises are used
to generate detailed descriptions of the volunteer's skills.
Participants are also-asked to review their successes troll
other areas of thein life and to analyze the skills used in

4 achieving those accomplishmefits.

The first exercise assistLthe volunteer to consider
the, factors in work which pay be most important in making
decisions about a job, it location, responsibilities,
challenges, benefits, and compensation. While participants
are not asked to write about these values, it is key that thdr
are aware of,them as they go through the process of firiding
a job, .

ThegideAtification of skills.is a'key fadtor in career'
development and may be key to the PCV in particular. For
the COSing volunteers" who are having trouble valuing the
PC experience at- something useful to their future the
identificationof specific, transferable skills will provide
an important link to .their re-entr5i procfss,

6

The resume development exercise is focused towards
kssisting the volunteer to translate the PC experience into
language that clearly communicates the special attributes..
a RPCV brings to a potential employ0. .

79
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SessiOW-III - Values, Skills, andResumes - cont.
4,1

..Exercises;

1. Identifying Work Values
2. Skills Identification
3. Writing Job ObjectAves'
4. Developihg a One-Page Re.sume

41.

Materials:

;ft

- Worksheets:
Values Ranking Sheet

. Skills Identification
Learning from Succest (from previous session)

- Haddouts:
Skill Areas add Verbs that Refledt Thtm
Managing Your Job Campaign (two sections)

1. Your Skills and YourlResume 4

2. The Job Objective
liow to Write .a Resume that Brings Results
The One Page. Resume

Trainer Notes:

_A
1.

1
Read the Discussion Guidei provided for this session.

2. Ladauftge - Words such as job "campaign" and "marketable"
skills are intrdduced in this session in order to typify
the process of hunting for a job as one of organizing and selling.
These aspects may not be comfortable to the volunteer who
naively anticipates an easy time of ytting.a j G tting .

a_job is work in itself and the skil s of gett a b center
on one's ability to sustaid the campaign and a ticula his/her
capabilities effectively.

.
*

3. Some of the particip is in the workshop may not be
going from Peace Corps to a j b search. They may be enrolling
in'school,-traveill.ng, or alre have a positim secured.
As trainer you may want to ackno dge this and e4courage
these voluntts to participate as preparatioh for future
job campaigns nd because many of the skills discussed -
interviewing and objective setting can be useful tb.them
anyvfay. .

r's

bot
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EXERCISE I - IDENTIFYING WORK VALUES

Total Time: '50 min.

SESSION III

Objective: To identify.valuesrelated to the work environment%

Overview:

The purpose of thistexercise is to assist volunteers
to focus.on those aspects of a job which are most important
to them. This focus is key to the beginning of the career
developmpnt/job search process in that it ,is these values
which become the criteria for I) selecting a job and 2) liking
the job after you're in 1t. As volunteers work through
subsequent exercises in this session they should keep in't
mind the priorities they identify and Ocorporate them:
into their resume and job campaign strategies.

Materials: Values Ranking Sheet

Procedures:

Time Activities

ar

Session %. 1. Give a brief description of the goals/overview
Overview andexercises in Session III.: Outline
5 min. the importance of carefully reviewing accomplish-

, ments in ordel to ideritify skills and transfer
them to future situations, etc.

Exercise 2. Present purpose/objective of this exercise
Introduction using points made in session overview statement.
5 min. t

3. Eith- n a flip chart or handout (whikh_,
Discuss you have pre. - ed) give .participants the
Work . following list qf work values and briefly.
Vglues review.
5 min. k . ..:

a) salary and edefits -'
44 b) job security

c) ma impact
d) intellectually stimplatin
e) workin ,. with inter g p ople

. f) high st,tus/prestige .

g) respon ibilikity ,

h) elpisl others .

1) ,,,po unity to be'innola r creative
j) ol4 tunitylgor.advance

Ik) li JA workina conditio '4..,

1) wild T what else i important to you
that ha not yet been cove ed

,

ti

Sid
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Exercise I - Identifying Work Values

SESSION MI

Describe th, list as a,
_ .

set of %factors% in the work environment which most
people consider important. However., qach.of us

,

. will probably rank each item differently in order
of our personal vaZues. As' you Zook at. the list

you can probably think of the one that seems
most important to you...and the one that is ledie
important...you'll notice that the last item L
is a "wild card". This is provided'for you to
add one other factor which is of special importance
to you when you consider the work environment. You
can write anything.you want for this item. t

s
,:

.

.

.

Give
.

people a momenk to think of a wild card
item. Then'procede to instructions for
completing.the works et.

.

,

.
. '

t
Distribu e' 4. Individual Ranking - pass out the Value
worksheet Ranking Sheet. Ask "participants to write ,f,

one valuvirteach of the numbei;bTspaces .

' ,,..'/------- on the sheetNin the order of riority -, .

with the #1 highest priority d #12 as. the,'
lowest priority. .,

$ ...

0,

,

. . ;,_

it is OX to move/change the priori s ou go. If :''
ybu haven't completed the wt;14 card ye y , ay ! ..

find vmmthinywillcwe tolmind.as you do the rankings

Discuss in .5.' Working with partners., Ask pariicipants.
Pairs toschbose a partner and discuss with them.
20 min. their work value rankings ,using the followshg,

ques ions'as a guideline. (put on flip ehart,)
. 0

a) Share your ran ings ith "ycm.ir partner

-

.'

. O. taking time to hare e reasons for ',you'
top 2 choices'a d our bottom 2.

. b) holy, do yoft think your answers would have.
been different 0 you ha done thisbetore

. your Peacd Corps experien ?

c) Any sOrrpriseS"tn pihir ran ng? ...

.
. .1,,

d) How cloy es youi.curren Peaceaorps):\
assignment ma eh yoir list of prioritles?,

.. 1 r)

.t

;
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Exercise I -'Identifyinq Work Values - Cot

'SESSION III

e)' What are the implications of your

. rankings? In terms of vocational chofer944"'

'Jop search?

Summary
10 minutes

.4

<i

4 #1.

.

I

1.1 ,

Y

11

.1

airy-.some6. Ask participants tc)hiry,some of the
madorthings they have 1 Wrned from the
exercise and how they might, apply in returning

to the U.S..,
'ip ,,

-,

4 A

Summarize by emphasizing theimportance of
doing something we value posltively: It is most

likely that m&ny of the jobs or activities AO

least enjoy are thoge thatare not aligned
vl with our values. So as you (the participants)

think of your next jobfschooUit li.11 be

important to keep these valn4s,inMgind

A 0

t,

:

V

4

f

'S

ill

4.

.4

I

tat

4

a." :. fi.

4.
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- EXERCISE II -.SKILL IDENTIFICAT4ON

-6 Total Time: 60 minutes *
4

41
SESSION, III

. a net

.

IC

Objective: To generate adist of skills which aretrans4erable
r. from previous experie4ce to futures

work situations:, z. .
.

.

Qverview:

st
The purpose of this exercise is to' ass

in identifying marketable skills by whicitt
themselves as they seek a job0'.-'

r
st the particillnts

tan -ripresent

This is a difficult task. Most of .us are not experienced
at br6gking what we do (have done) down into specific skills.
We tend to talk in mague Zetps quch as "I graduated...." or
"I haven't really-done anyt,hing." It is also important
to include all previous successes - Peace Corps, non-Peace
Corps and bothjob and non-job related experiences.
Encourage participants to avoid staements that are too narrow
orptwo broad, The more specific the statement the better.

Materials: "LeL-niag ,trom Success" worksheet from Ossion II
"SkIll:greas and Verbs T,bat Reflect Them".

"' . "Managing your Job Campaign - Your Skill:5.mill- :

. ..,;
..

-

rw'. \ _ Your Resume" l V
.

,V70 Note:.

. .

Before ,the session, using '&the "Skill Areas and Verbs,..."
handout 14ite the Skill Areas (not terbs) on 2 or 3

4

0 sheets of newsprint with space below each to recgrd
.,' verbs.

Procedure

Time

ntroduction 0-
5 min.

10'0
A

4
.

.Activities

Introduce the session by explaining the
11 *

.purpose.;
.

Ju,gt as understand hg your work values is important
so is understanding the° skflis, you have which can'be
karketed to a potential enist4;yer. Because for many of

*the Peace Corps may have been your first job
iitAs even more important that we review what you

have acconviithed and look att those accomplishments in
light of the skills you had to use in order to,

aJhieve them. Everything we acconrplish requires some
skill or sete.of skills.

84
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A " .
Exercise II - Skill Identification -,ont.

// 'fi
r : 4

fo ',
. . , */.

. . : ,, , , ... .
7

So ilk thie session we're going to ,use the Iteart449..,, 7

. from Suedess"' worketweis ..you eompleted, 0/Session II' , , , ,..'

we'll use these skills to deve 'a

as a starting point to.'identif iiIg you're 4 iZts. Later ' ( " '
e resume..,

/ ,1 a .

.
. . . final goal is to help. yoU idel h .oui, ,

.,"

ci. .'

qua qieationo and toy present t&m: n a Way 'that:64.i'. , ,
make yoUr restore ,stand out fron!others 1 4r

.. . . t '

Handout 2. Distribute 4nd 11§;47 e Handout
/

.

"Your Skilils and Yolk ,Rgsume t.
...

11

Skills .

Discussion.
10 Min.

. 4

}
Dis717tribute e D stribute "Skills Identification

/ 'Skills ID 'Work eet'''and ask participants to teike out
,Worksheet he essons frim ucdass" wor15sheet. 4

N

Instr trions: .
../ .

7 t
Ueing the "Learning from Success" worksheet from the
Mat session, we wptt you to work in groups of .

.
three to develop individual tists pf verbs .and
skill areas. 1;ou blilllihd it helpful. to talk

, ., 'dbout your acagipliehments and have the other members
t

. a
.of 'your grdtgo ask qustions and feedback the verbs
they heardyqu use in describing thq,accomplishment

0 Reeord-rour tists ,on the Skills Iderrtification Worikehet' ..--,..

,
,\ , Part I. It'8 brriSorthnt -to' work at Otte; it's not

easy because we're nbt used to doing 3,t. Be sure to
. analyie PC. and non-PC(suceesses aswell as jqb ay:d

=, .
,

. non-job related successes.
.,

..

., . .

P
4 I

3. Skills and Verbs - Disctssion. fsinly /.
the Skill. Areas ton the flip. oh art Work with
the ent1r6 group, and ask them to generate
verbs" for each area. Record itesponses%inn . ,.,

the chart. Doing this in thelarge group/ ' . , A .

. , willlAlk them, get the idea of what is 71/ , .,

"meant by sicil )4s , verbs,' etc. and will help ",

/
,. them in.breaking down their. accomplishMents;.

It is also ltkely that they will crime up
with addLtional verbs' and skill areas; These /
can' be added to the handout, after the '. '.

. discusiion is completed. * ' .

.,-.:

60 .. Make, the point that these Till areas and
verbs re probably representative of thoseti

...------
which relate to their accomplishments list.

...' .And it's,.thi4 type of list that'wewant to
develop in prepliation' fox. writing. a. resume: yp'

0
,4 ' M

A

4 '.N. . 85
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.... I.:: - .,,,,. p , ,7.,- ,,,::.:. ,' ,- : '..: ,'" - §E40,:pisi i,-n,:it....,;..,,,), ,,,., ,_.,.;-. e.,. ..... :.-97..... t. . fft. -

' 1 %

4 _:, , ....- ,.:,,, , . . , . , y -. . -- 7 -:," a'', .1' .." ,..-,v -: ,,, .ar
4. ': ..

'" _kr`. ... 121 .7 '';,., f.',-;-',.-txe_riai# ; II- 510.1.1 -Ideati.f.ioat .- .-loont. -::.fy j ' - ,- -
, ' ... A. .. . I _:, .. .... . - ".-:-.. .1 7 .' . :;" .',

DeMonstrat ion ' Dulozistiate' the :iroceSS : ::ifork wi '-- .:n**. '1 :'. :....
5/min. - "One of t.he partirApants. . - -. I- .:: .,.. .,- .. 4 c -- :,...

. - - :.,-.. .

.

.

r

.

4

Group ,
Discus- on
5 min.

a 440/.

(

( Ask other participants' to -note ,-a-etign.,v..Orhs.
as they list e ,dur denion

_

Facilitator: i w.hat...icir one o, your ,.'Puce Carper:- -' , ,-;

successes? .. . sr.:- . -. .... ;,,'.-.'4
. . .. - "- - ..--." ,-.e.4....

Warivn: I did a researchl'stUdy _Ar dairy. projects
(This is a typic41,,sqtocess stoiy = a good project -

..'but the'llo.1-untee2P's Aes4iftion tacks inVitining .
the skills needed to do the study. So it's up:
to the6.ther Volieiteer_partnere to draw him' out4 412
order to identifyskitls.) .. . .

i. . . .

Facilitator: Di.4 #014 prigoseithe studu or was ft,
assigned to yoi?

. .
.

' \-.. "- ... ., .. . _

Warren: The topic was aksigned'totme' Nit 1.tlevelope'd'
, _the study format and4based on my ,research,designed a
.. sog.p7m that opi allow them toy evaluate small da,iiii

farmer 'programs' in elk ratts.sre; "'".,.

Fq6li`atar: -How -did Vim' get,the:- information for your

..Yairen:* I. d-Cd.some*Jiaai.(ch at headquarters,- Then,I
,.;Wed'a 011r4if outzKlyi, tb' identify the'.dairgt

-pro. or:item:dr .tolfet4 .up ..of,,success t
znvi-d.U.dee of a rail dairyfrier:: - ACcording 4o this .

.fazwirs from office records. Th al:mar:Er'
_mines at random and went.out and a ed. them --'

about their -dairy practices, is, a_

ttudy? %.

.Fagtitator:

- .

)id you- do with thisinformatiOnl

itkirren: I had to assemble and analYze the whoba-and
then valuatevaluate it. -,' . .,.

%I itz

etc etc ,

,the Group: What verbs did u , eer`Wrren
describing his tisueeesrffij

,.,. .1 t ..

P sible -1-e.spOnses from -tolke.Efoup:

t
d velop, ,design; evaluate, repearch; a

al. erview, Oaly.ie ete. ,

, .

I.

6

.
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A .
-.Skill Identification - 'cont.

4:

I

I

ow%

I

.

-

"160 kiade.Ot(4ittegories wo
thete verbs 'into ident4y.
kills, .,.refer, to the "SY
andout. 'Posible areas include:

*adminis.trativefmanagerial, conimun "ty prg
etc.

5. Use the worksheet to demonstrate hoWilko, complete,

\'

d you group
sote basic '

Areae"

Parts I Eind II .using tte exaMple th the
volunteer Ion just ,,compl4ed..

. .

5

. art e
4I:

, ,,Accomplishment: Research Study fo
e ' Projects. 0
yerbs: develop, design; evaludte,

int4rvicw, analy2e, write
6) p

Part II:

. *
A .

Skill Area: Research
- -

* --- . .o 4
V.erbs: Analyze, :'Int'e'rview, Develop.; ..

. $
... .

. timluate
. . .

Do this with 2 or.3 volunteers.
also ,mdel an example using ,a n
success.sucll as remodeling,

" or a school project.

r,Dairy

research

skill 'Area: Community Organization
. Verbs' Interview, Analyze , 'Des ign ,

Part I ,

.WOrk. in. small
groups ..

(130 miA.

r
:. ,

i .
..

Parvi. IT), ,
ikial Areas
10 min.

Large
Group

aSummary

.

6. When you. are sure that 4 paitiicipAnts .,

.uaderstaild the process ask them to bCgill work.
in the i r trios..ori Part Il': Encourage 'group_

--Members to.)1e* each,. other by listening and
listing verbs theyhear as others describe

. ,

's uc9esses. . .. .. ... ,

. c
.1.. I -- --Part I Skill Areas Ask -participants \ a
: Xo' use the: list of sicilY areas and .Gerbs - to . ,

aggregate 'th i e its Into skill' kreas. Part II .0,

ll

ofPae works t provitolee space to record the

iskill 'areas appropriatt verbs,
t

You should
job related

n'zing

I. I

Lt

ti

8., Ask partic points to report out some o*
the skill 'areas they have identifted,
Reiie* major. points 'from "Your Skills and

. ,

Your Resumel. . 1
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E VXERCISTlif'-,1,11ITING J EOBJECTIVESt7
SN

Total Tiffua:% '30 minu es

Objsbotives: ro write
$P, .

Overview:

ob 'ttb;j ect ive for

.

't;

SESSION III,

use in

.The pdrpose'ol this exerci4elis to assist .the

a resume.

volunteer
to Combine work.'malues', skills and successes into
a single statement which .may 'beuted as a "job objective"

. . 110

e This is../intended to' be 'M2ort exercise. Participants
new have enough data t,cui6 v assemblethe information
needed' to develop an obJective.

'Materials: nManagine. YoUr Job Campaign - The Job Objective" ;)
"One-Page ResuMes" .

.

Procedureg42.
.

lilbe : 4 1//' 4et y . .

,

; ,
.

IntroductOn 1. 'Tliztripitte "ijanagirtg Yopr Job Campaign" -
5 min. The, Job Objective " - and "Examples of 011437,-4

Page Resumer..

4
.6.1 410. P.M n

2. -Explain the ex4rtise.
itt(

Wheri you' 'write a resume, do not give the

impression that you will do any job. Write out

a specific job objective ana yozir skills aftd-'it is

more Itikety thit You WIZ be idereft.
, /

,

Write a concise statement 6f what u want to do
,' i,a171d what=are the skins hoe are a few

examples of halo you, have b en succet,kful awing

those Skins. iou may /may nal put flown the
. specvflo type, of job you watt.,

If you, do not know what you 'want do, 'you may
nied-ilo do 'some research to riarrow wn to rfew
careere std speak to a few people b7 dre in
that career/field. t

1

' . . ,.,

There 'is value in' learn'ng the jargon related '

o Vit job, and i in writing Your job
:Pective.thui relizene.

Is

-

1
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Exercise III - WrItlng Job Objectives - cont.

Writing
Objectives
20 min.

I

Summary
5 mini

,

a

There are a total of 8 examples of job objectives,'
Pour are in" *Managing Your Job Campaign The

Job, Objective ";iandout and 4 more 2 in each
one of the °Onet.Page ASsumen,handouts.

/h your notebook, write a job obje9ttp,., Focus

'wave ksossible career, take a Look at what
that "itr, what are the ki.126 in brief, how

you use these skills e the,8 exampled as
. a modrei, and then include' ur awn. ,

F5.,Oit to give individual assistance. ou mil!'
ueed to spend some time with 'those having
trouble with this exercise discussing why it is

Do)they know about4pvariety.
of-jobs in the vocational area y wish to
explore If:not,they may need'to to some
'research - discuss ways this could be done.

-
10

If. they seem to lack the skills
-41k

they need to
get the job they want, you may wantto spend
more time diseus,sing_wbat skllls they peed_
sand how tVy might get them. '

If their job'Objective
they are aiming for 2
they should prepare 2
objectives ana, later,

is ve bYoafrb.d, dYA
3 d fferent.positiohs,
3 d ffereit

2 .or differ t reiTes,

4. Close the exercise by having seve
participants read their jectives. .11

purpose"of lob objdctiv -and describe h
it will be used ii yirrit'ng a resume./'

IF

4b

p

4

89

4

'

v

ti

C

l
view,

A

ft

A

A
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EXERCISE IV - DEVELOPING A ONE-PAPE RESUME

o

Total_ Timets) 70-90n,Anctes

Objective; To practice writing a resume,.

Overview :"
t ..

The purpose of this exercise is to use the successes,
skill -areas and verbs and' the Vb objective to, dpvelop a N.

one-page resume. The rest* that is develped'can be used
as`a "functional resume" on its -Own,or aswa'cover sheet
to a mote exhaustive summary -a expeitence.

SESSION III -'

Adaterials; "The One Page Reeume%" plus sample resumes
"RoW to Write a Agsume that Brinks Results"

.

-p.

Note: See Discussion Gu ides at,the end of this Session for
nte to make during this exercise, i

Procedures:

Time

Preparation

4* a

A

4

Activity

On a flip chart:

l

The One-Page Res e contains:.4
A. Limited \. Name address, phoneAate'bf.

personal
N.\ data

'1,

A

olfrith (rather than age %Oil could
change during. the time you

_ ,

use the resume)
.

If relevant; Military statustMarital etatkis /

health status

. 6. Job Objective - summary statement of '

experience or skills
- 1*

.C. 'Relevant' Examples of effectivfnests
stalls thip.t Evidence of ex rtise
support job Selected area f achiev menet'
objective

D. Summary 6 *Educational backg,Nmnd
ft

relevant. Summary of experierice
background qualiffeations summa
(be brief)

0

..

4
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Exercise IV - Developing 'a e` Resume - cont.

On another flip chart:

adapted
created
developed
expanded
guided ..

implemented
improved

KEY WORDS:

recommended
reinforced .

revamped
responsible,
revised
scheduled .

set up .

,solved
streamlined
planned
proposed
4mplified
tied together

Introduqtion .1. Introduce exercise.by explaining purpose
tend objectives (Note: this may, a good
time for, an energizer)

Overview
15 min

4.

1

2.15istAbute and Discuss "One Page Res e"

This. can be the' cover sleet of the more tradit' nal
resume it Bert* as something useful. You can 0.

'regard this one page resume ae your calling Card,
anlattempe to create on interest in you to
eiminarize your ekille. .Give the interviewer something
to bounce off when ,,they ere interviewing you

Referring to youi0411.1.p chart, outline and
discuss the contents o:1..e. one-page resume.
Additionally, yo'u may Mate the following
comrhents.

Thie resume p Utsra focus on what you see as your.
Strongest points. When you ha e finished your resume,
take the draft print it up idperly and then share

it with someone - a friend, som one in your family-
ecolleague = t some f,eedback from the other person.
You present We resume- to a potential employer when
meet him for a jobsinterview. innediatelg
focuses hie/her attention on the type of job you
are. looking foiitkasettlizz your job objective etatement
and tells him/her what. skills. you ,have It allows you
to speak about what you feel are your vocational
strengths. !Vet important that this resume be ehokt,
concise, neat and )1' hi' t your strengths.
If doe looking or a Job in several,unrelated
fiel s, pripare two" differing one-page reewnee, with
two different job objectives; and highlight the
ehillS appropriate to the objective.

1

91 .
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Exercise! IV - Resume.'- cent."(
1.

A

You want to select strong zooris to describe your
skills - action.verbs. This is a list of sugg4ted
strong'worde verbs. Choose those* words that

describe your skills best,

Action Strong Words - v6its. Disp lay n,tprint ,

Yetbs sheet KEY WORDS prepared in advanc& Y u may
want to ask for 4eVer verbs that might .

be useful. Point out that these verbs
are similar to the ones identified in the
Skills Identification exercise. It'

aos
3. Distribute handout " How to Write a
Resume .that Brings'Results".

4

Right now, this is for your information only,
You will notice on the page titled "Some 'Cey Words
for More Effective Resumes ", this al Wale° be helpful
to you in writing the longer more detaVed'page of
your realm.

Spend 'aboUVhe next 404 minutes to.Z)rkiniz on yptg.
214corporate your job objective, a definition

of your skills and rnention.somi of your successes.
Use the resOne handouts.asiiguidelines and examples,
I will work with any of yoggw.) would like hap.

About 30 minutes before the end of the
session convene the large gr,ctup-to discuss
additional tips about writing resumes sand
completing SF-1171's. Nete:Discussiofi Guides
in this section will help you prepare for
this discussion, particularly by the
list of do's and don't'S about resumes and
SF-171's. The FITS, Manual is also 'a good
source of model resumes and SF-171's. Seteral
resumes are included in the di,scussion guides.

4

92
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SESSION /II
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, SESSION III-'
Hanckut

. SKILLS:IDENTIFICATION WORKSHEET
. .

Part 1.-- Identifying verbs

Using'ihe accompli
Success" identify
Accomplishment. A
"listen" for Action verbs -. develop, research, analyze, conduct,
desig tc. Becord those verbs and others that yolr partners
may g.ve. you.

.

hments you listed on page 4 of "Learning From'
he things you did in ordet to achieve the
you think and talk about each accomplishment

. ACCOMPLISHMENT:

VERBS: e4"..\
..:.

I

ACCOMPLISHMENT:

JTERBS:
.

ACCOMPLISHMENT:
f

I

ACCOMPLISHMENT:

VERBS:

.
ACCOMPLISHMENT :

VERBS:

*. .. v-
ACCOMPLISHMENV

I

OP

VERBS:

4.

.

ACCOMPLISHMENT:

VERBS:

A /....- 4

u. .
..

.

.

1,

1

4-

.
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Part II - Developing Skill Areas. 4

1
SKILLS IDENTIFICATION WOliKSBEET.

Using the "Skill Areas and VerbiV handout, :review Vhe verbs I.
`you identified for your. accomplishments and develop logical
skill areas. If a skill Area is pit ort the handout you shodld
add it.

Record your skill areas and the verbs that go with each. )
6 ,

.. .

SKILL AREA:

)VERBS:4

SKILL AREA

VERBS:

o

SKILL AREA:

lk VERBS:

SKILL 'ATEA :

VERBS:

SKILL AREA

VERBS:

SKILL AREA:

1 VERBS:

96

1
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SKILL AREAS AND VERBeTHAT REFLECTTHEM

,Community Organization

catalyzing.
- organizing
- assessing needs

.

'--"rainingite4ching

- instructing
- tutoring
- developing curriculum

,Communicatiot

- listening
writing

- speaking-

Mechanical/Technical

- repairing
, - operating'
- building
- designing

4

;,

J

4

SESSION' III
Handout

AdminidtratiVeiManagerial%
1

- budgeting
- program plannitig
- fund raising

-- roblem solving

t

Executive/Leadership

supervising
planning

- deciding-
, - trouble shooting

Sales

- marketing
- advertising

promoting

OP

Artistic Skills

- creating
- imagining
-.designing

97

4
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. . MANAGING YOUR JOB cOMPAIGR -
.0 .

. Your Skills and Your assume

'Why are Skills important?

SESSION III
Handout

They are Our tools. You have developedthem over yout entife
lifeXime.-4in your work life, in your comMunity life, in your
family lif4::..ras a paid wortlr, as a volunteer, and as a.-
contributing member of your amity and coMmunity.

Your skills are Marketable, Portable and Flexible. You use
your life tools to serve others, yourself, and the organizatiqns
with which you areassoeiated. Your skillsstravel with you
wherever.you. go, and you employ them in many arenas of activity.

Your stills are an integral part of you. 'In a rapidly changing
world you may change career several times In your life, by choice
or because your job becomes obsolete. Therefore, it'is useful
to be aware of your skills and.to thin3 creatively about how
many ways yolucali use them effectively.

. For example,. managers manage:

baseball teams

households

fist food sApres

churches

hospitals'

day care centers

corporations

offices

the \federal government

the local chapter- of 'NOW

refugee camps

dance companies

etc.

K etc.

btc.

A

Using your skills to maximum capacity is what makes a. 4,ob vital
and exciting., :

'

N
\' Bonnid,L.,Damron

,0

/- .
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SESSION III
Ran put,

MANAGING YOUR JOB CAMPAIGN

The Job Objective '

Thii part' of ,your resume, may incorporate:
. .

1) l'ou career goals
. . /

- N
.2) summary of your skills . /,-

3) ,Suggestions about the type of jobyou are seeking:

- counseling supervisor
- project director
- public health educator

'4) Examples of your successes

Thu will notice that all this ca .be done in a short,
cleartatement.

'Some exam ples of job objectives are:

1. An execu tive' position using my skills as an administrator-
organizer, ctirriculum develOper and teacher.

2. Pcdition using my leadership, organizing,and communication
skills. I am. especially interested in aplying my skills
to marketing,and,promstional activities. Past experiences
demonstrate that have the ability to plan and implement
programs and to coordieLte personnel and material
resources. I hAve also devised fund raising strategies.,

3. Position usinemy research and writing skills is well
as my organiking and administrative'abili.ties._ My
experience includes. the areas of manpower, economic
development and international trade.

4. Position using mymanagerial, analytAca51., writing and
verbal skills. Past experience demonstrates my abilities

' to train and supervise perponnel,:manage the full
operation of highly sophisVicated tele-communications
systems,"and facilities and develop techniques.fok
testing, quality control and problem solving,

99
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HOW TO WRITE A RESUME
THAT' BRINGS RESULTS

-1°

SESSICV III
'Handout"

II

The eurtent economic cliMata'is causing,thedireatest
uprooting of personnel evel..seen in recent years. And the
competition for jobs is therefoloe'greater and keener than. in
the -past. '

1-
.

When an'indiVidual.see ksca new pos.ition,Ad resume, of
course, W.p.ys. a vital role. However, 'a resume is not only
for emerrencies. It should be .carried in the "Mapsack".
of every ,working person, even if.he/She does not` intend to
change positions - since it can be a valuable professional
tool for4self-appraisal and can substantrally\shorten 'the
search for a new position should a-sudden change 4ecome necessary.

There are as many ways to prepare a resume Fs there
are "experts" counseling on the proper approackto preparing
a resume. There is tvgn a school of "nonresumeAdvocates.
One of the most 4Nocessful approaches is what is?called the
"Positive Resume," which was developed-as Iresult of
research and analysid of thousands of resumes examined through-
out thE country overa five -year period.

I

THE THREE BASIC INGREDIENTS

A nos it Resume contains three basic ingredients:.

1. You Positive ',we: Lile4cthe old refrall, "you 've got
to accentuate the.positive,and:aliminate 6de-emphasize-would'
be more accurate). the negative.."' You accentuate the positive,
by caretully4positionipg the mdst.important features, of your
background. first and by providing greater space for these .

features.

2. Your Posi Contribution. 'You should indioitei In some
way, how you contributed to, your organization or companye.g.,
how you aided 'new $rogTams,_how you helped improve'
customer or client.relaAionships; how you did your job qr
handled your department better than euectea.

.-
3. Your Pattive Appeal,. ,At.tht end of your resume, you

must lightly "tOot'your own'horh.."' While you must be.careful
not tq appear pompous, toneeited,.or arrogant, there is nothing'
Wrong, with miking,trithful stFteMents to the effect that you: ,4

,
.

'Work hard .. ,

.. . 4 ,

.

Have a flait for getting thi4is done .

Have the ability to get along well with people
i 4 . . ,

. . .. , o .. -s ,,
400..

% iqj "r

4
-, it %

.,
4 ;

.

t..

0



4

-119--

How to Write a Resume cont,

SESSION III,
'Handout
page 2

, 4

Are energetic - . Ni
k Are ambitious .-"

' Are a self. sbarter .

-,.

Work well with minimum resources. ,

... ..
If such self-acclaim makes you uneasy, pevgn -forget that % ' -.

a resume is a sales device. In it, *you are trying to sell yonr. .;
most important commodity --» YOU: If your r4sume has no 4.;

"sell': it is negative - which causes .you to compete in the
employmdnt market' with a major handicap. Thig is bedause many

, employers may consider your failure tb.present yourself in .

the best possible way as a reflection upon your intelligence, ti

your ability, or your ambition. . .
. . t, .

An examination of thousands of resumes revearbd that.
maximum resWAs were obtained, with the private sector-, by
utilizing all tihree of these positive ingredients. As the '

number of posIfives used decreased, so did the'resnUts.
Those who used none of the positives did qiiite pootly.

t -t

A really gobd resume must be- written you. While
editorial advice can be helpful, it is a sa4- mistake to have
someone else write your resume. The professionally written
resume,is easily ,spotted by experienced personnel people. ,
Some firms, in faoct, sort these out first and throw them away.

A + . .
0

f , /
The'resume should be easy lb read. Work on the 4ssumption

that the 'ent ire resume will not be'read." .Therefore, emphasize
the salient points you want the reader to see before you lose
him/her. Conversely, de-emphasize your weaker.points. ,..

.,..
4

. Here are some of the most impprtant do's and. don'ts of
resume writing. '

.-. g .
(

.

. ,

SOME IMPORTANT 'DO'S
,

.
. .

Be accurat, :but not preciA to the extent that it
becomes ludicrouk. 'heave, out exact.dateS; months and .years
are okay.- If the employmOt is a long one,, just' ube years.
Too much detail is not only boring, but suggests that-the

't candidate overlooks the big piciure in favor of minor details,
t*Keep inonind that the organization is not interested in your

wife's name, .your childien's names, your ,high school,(if '

you *le a college degrdiS, your supervisor's name,' the
exact address of your employers, your SodialSecuritynumber;
and the details your health.

Stick to the facts. Do not'expound upon your personal
,philosophiesi

.101
113.

N.
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SESSION
Handout
page 3

How to Wtite a Resume.;.cofit.
A

Eliminate unnecessary words. Avoid the first person "Pi'.
"It's all Aght( to use it occasionally, but that's all) .

Completely avoid the 'third person "he." Do not use -the word.
' "resume"..

.

A.

Where possible, use an action word as the first word
of a sententre. (A "list of some suitable ones is shown ata
the end" of this article.) ,,

4ke thp- testime serve a single purpose. rf you qualify
. .

for .two types ocrsitions (such `as a counselor in social services
and as a manager of a training program) it will be necessary
for, you to have two'resumes, accenting the features of interest
fb,the positionyOu are applying for.

,
Mention yourfinterest in sports and hobbies (if you so

desire) but not to the extent that it would appear 'that they
's; monopolize your tiTe. It should not'be a feature of the

resume and. if used shout appear near the end.
- .

Use birth dat not age.' The major reason for this is
Ahat4he birth dat oes not change annually, whereas the w°,

age does:

Number. the secotid page.of the resume, and put your wed
on the top of 'that page (no.kddress on second page).

.

. If your background inClud
,

espan important amount of a
particular skill area,' by a4 means give /the reader a' summary .

IL
of the type of, organizations 'you served. A very brief .

description of some of them .is mportant, e.g., one of the
,. largest consultitiOirms in the U.S.; a.991ti-plant electronics

manufacturer; a_trade Magazine pu4XiShetl'an international
development corporation; and other employers such as hospitals,

..hotels and'retail. . .

,. .
.

-.:

Mention the followihg, if they apply :'..

`

1.

,

Foreign laddidges
. '1

,. *
Business organizations. .,..e.

;

Special course's . 4

Your published articles in related fields)r-
'Business and educational honors -(state rank.in class

if flattering)
.

._

Citizenship Of it is not obvious'-from the record that
'you are a U.S.'dltizen) % , .

Licenses, such as RN, PT, CPA, etc. (d6 not list 34censes.
, of a mrhdr nature) .

1.6

4.

4..

. . . .

.-. A t 1

yi'
,

.
.

,

. e 102,... .
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HpitO Write a Resume....cont.

80NE'IMPORTANT DONT's

- Don't be.too unconventional in the physical make-up
of the resume. Use 8f x 11 white'on ivory rag paper. The,
resuffeLshould be typed neatly and multilithed. The layout
should-be simple - ho gininiicks, no binders, no Pancy folds.

8E8SION III
. Handout
-Page 1

r

' Donitlet the resume run over two pages long
(except in Special circumstances), ,It maybe better on one

'sheet if it'sinot too crowded. 1

Don't say "prefer to . but"would consider.
It would be difficult under these circumstances to attract an
offer for something you "would consider," which is really not
a preference.

Don't date your'resumewith the date of preparation.

Don't upe'"etc." A resume is Aver edmpiete. The
reader knows that yot h&ve &me more than you said you.did.

/ Don't reveal salaries in the resume. ' .

I
Don't give reasons for terminations.

,Dbh't give references,or state your super or;s name.,

poolOt expand on military service unless it relktes
t he total business background. No-o40 wants to inow hovi
1Vonlion the Battle of the Bulge.

. ..
'' , -.

ivDon't mention political, religious,or1raternA
.organizations. . .

..

. . .40 . .
1

..
.

Don't lie or exaggerate. .

.

...
. s ,

Don't mention race, religiod color, nationAl brigin or sex;
.

.
,. 1.

Don't make Oily rerencetoheight aand weighfs,This cn
..- . S'

limit the attractiveness of your record to certafh`p4pple,,
fuldvilhereois no ways of you' knowing whether your,dimtusions
are preferred.' . .

. " k

Don'einclude a photograp#: You're applyiiig for a job/.
"N. not a passport. .... -. .

I
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How to Write a Resume....cont.
.

.

4

.PRESENTINGYOUR.JaBEXPERIENCa'
, le

There ore -three basic' resume styles fir presenting your API

tr 0. .job experience: , chronological, functional ,and hytrtfd.
.

The CignforioUW:oal style ( the .most "dely'lecepted) is a
',l isting of experience inreverse.chr nological.order (,last
job first).. The, dates of employmen 'the names of the
companies, the title of the job, an the functions performed
at each company are 'shown

The .Nuttionast044lists the functions performed, .by
44 6 category. For example, a cqutroller who)tses a functional

resumewould'possibly show categories such as :Administrative,
Budgetst Cost, Systems, General Accounting. Under each category
'Ate would explain the f3nctions-44t4he performed regardless
of what company or companies'he worked ,for at that time.
The pure functional resume eliMinates all reference tdrntmes
of compAies and dates *I

Tne 'Hybrid Style is a combingloion of the first two. The
functional section appears near the beginning of.the resume,
and the chronological (which merely lists dates, names of ,

companies and titles) appears near the end.

IT'S THE RESULTS THAT COUNT.

The more people you talk with, the more opinions you will
get about resumes.'Executives'wip tell you what type of
resumes appealto them,and by the process of following their
advice, you run the risk'of losing allpi the positive
appeals'in'7our resume. Remember, it is diffult fo a
person to b completely objective iri testing his own reactions.
It has been proved time and time again, in advertising that
the ad selected icy a group-,of,"expertsq'to be the best often.
proved'to be the ad that pulled the worst. There is only one
r,a1 test of advertising effectiveness, apd that is results.
'ere is only.olie real test 9f a resume's effectiveness, and

that too is'results.

/ 4
The Positive Resume positiVely.works. It has produced

results the like of which others will not, The Positive
Resume it tested by results - and works consistently. Try it.
Once you've written it, make it a permanent part of your
arsene by keepingit up to date.

104
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SOME KEY WORDS ZORWORE
EFFECTIVE-RESUIFS. "

...-
,'

. '

.
14

One or more of the following. Words can k5e used la the "commennt"
.sectionof the resume to describe your personal qualities:

active
adaptable
aggressive
alert
'ambitious .

analytical
conscientious
constructive
creative'
dependable
discipline
discrete

efficient
energetic

.

enthusiastic
forceful
hard wqrker
imagifiative
logical'
loyal
-methodical
objective
practuj
realistic

The tollowing "punch" words can be used
of sentences in lour eesume:.

Generated ,

Guided
Increased
Influenced
ImplemeAted
Interpreted ,
ImproVed
Launched

. Actively
Accelerated

"Adapted
Administers
Approved
Conceived
bonducted
Completed
Conferyed
Created
Delegated
Developed
DeMonstrated
`Directed
Effected
ElfMinated
Established
Expanded:

. Expedited

Lead
Maintained
Participated
Performed

.Plinned
Pinpointed
Programmed
Probosed
Provided
Proficient at
RecoMmended

ereliable
resourcefUl
respected
self-reliant
sincere
sophisticated
systematic
tactful
'talented
will travel
will relocate

for the fkrst word

Reduced
Reinforced
Reorganized.
Re4amped
Responsibee
Responsibilities
Revised
Reviewed '

liScheduled
gnificantly.
mplified

Set-up
Solved
Strategy
Structured
Streamlined
Strengthened
Succesfully
Tiedtbgether

40

,

lb
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HOW .A RESUME SHOULD ,HE LA ID OUT-

In most cases, the resume should follow this approach:

ADDRESS ,

PERgONAL,

OBJECTIVES

ElyCATION

0

EXPERIENCE

PHONE

Birth Date,?MaritalStatus, Number of Children, Excellent
'Health (only if true), Military

00
Make sure that your objectives are broa4 enough to'
cover any emplopfent foi which you are suited. Alternatively
you may use this space to summarize your skills, experience,
and qualifications.

Start with yout highest level. Include the high school
only if there is something special about it. Include
related training and professional licenses. If you are
a college graduate, show only'special courses which enhance
your degree / qualifications.

Start with the present (or last) position and work
liackwards to your first job. Show the dates of
employment (generally just the years will be sufficient).
Give the name and the city of the organization, brief
description of the organization and/oi your division,
your title,`Fesponsibilities and accomplishments.
pescribe your highest level work,, not your beginning .

functions. It fs oderstood tha%gpeople do not staft at
the top. The functionalresume 4111 leave out all dates
and company names, and will have a brief paragraph
about each major funcition performed.

MISCELLANEOUS Professional/academic organizations or memberahips.
Leave out race, reliiion, color or any inference theret6.

COMMENT

4

Sayismething about yourself. It musebe both true and
written conservatively. .

.$

SPECIAL SITUATIONS

If you fall into any of the flowing 'special situations," you
'should modify the above format tolde-emphasize the negative, as follows:

.1k
-

If yur personal data -(age, marital status) is not favorable:

Put that data near the end of the resume (directly before
"Comments "). Make sure that your resume is longer than5cme page,
so that the "Personal Data" section does notappear on page one.

100
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If you are not 'a 'dollege graduate:

SESSION IJT
HandoutPages

lf your occupation, usually calk forte graduate, put the "Education
section near the end of the resume, making sure it doesn't appear on.
the first page. Expand on the education by sfiowing as many, business
related courses that you have taken as possible.

lf your.reCor& includes too may jobs:

You can )10 onebf several things: (1) use the functional style'
.(With Do ddtes); (2) use the hybrid stylef whIch functionalizes
experience and shows chronolhy at the'end (not on page one); or
(3) highlight present (or last) job, if related, bytaking substantially
More space for that job and much less space for each of the others
of summarize all of the other positions by showing an all-inclusive
dating with a brief description of:your responsibilities in all of °
those jobs together. /

I

If your last job is not as salable as an earlier one:k

You can go one of several things; (1)'use the functional style;.
'(2) use the hybrid Style ifunctional with chronology at end, not on
one page , or (3) summarize your recent jobs (show the dates, but
leave out the names of the companies, then follow with the important

Ic

chronology). . '

%.

If You have essentially a paet-organization (company, agency, service record:

Show the name of the organization on the top of theVNxperience"
section, and under jt show "aochronological hi.story of your employment
with that organization. List the dates, titles and responSibilities
separately(most recent pcisitioniirsi). If there are many changes
within one organization, condense and summarize the categories
so that you show no more than five.

lf you have a One-industry record:

,
If.you are prepared'to change industries you might need two

resumes - one in the functional style for general use outside of
your industry and another in chronological style for industry use.

0

If your background is exclusively government or military:

,Use the functional or hybrid style.

This was adapted from a previous article written by Robert Half
which appeared in an issue of Peace Corps Hotlitfe magazine.

107
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Your resume is:

a

THE ONE-PAGE RESUME
41.

SESSION: LII
Handout

-- a creative expressiochi of your capabilities

' -- well organized easy tg read

-- no tiMe to be modest

c- prepared, typed and printed professionally'

your :CALLING CARD kb-

What a one-page resume does:
,

. .

r=icreates an interest in you /opens doonenk
.4

-- summarizes your skills oad what .you can do with them

-- gives them an "anchor" (something to talk about as
theytmeet and 'talk with yob

. -.

. -- helps people.,to remimber you i

IP .

A one-) page resume contains: .:

.. .

_.. limited personal data .

.

1
-. .

-- your vocational (job) objective
...._

,
.---

-- your' strongest skills and a short example of hdw they
.

I'

.

have been employed, t

, . -

r
The lour resumes attached are eAmples-bf:one-page Desumes. .

In addition to the job objective, a, brief summary of yot.t
.experience.andior skills may also precede the *more specific- '

job and personal4data. -.' - 4 . 4,

t °J. 4

t 'V

I
"
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JOB OBJECTIVE

Brian W. Armes
4958 Corporal Dive
Woodf ire, Virginia 22346
Res: (703) 555-7453*

Position usingleadership add commut4cation skills.. I have been particularly
successful in the resolution of conflict situations. My special, interest
lies in opportunities to develop already tested executive skills..

$UMMARY:OF EXPERIENCE a ,
Organized and reconstructed the Vehicle Maintenance sections in Korea to
develop and maintain efficient ,service to meet the country's Air Force
transportation needi. (19714912)

I ,

Develloped leadership abilities in section supervisio and redimed
interagency conflict to proyide Webb Air Force Baser Texas'with'a4strong
division to meet the transportation requirements. (1970,-IPI)
.
Attending George Mason University graduate school to obtain a M.A. in
Industrial Psychology. (1973-1974) p k,,

Most of tae above Was accomplished as a Captain in the United States
Air Force, now retire

ORGANIZER
PLANNER
LEADER

TEAM BUILDER

AREAS OF EFFECTIVENESS -

I reorganized the .transportation sections in both Korea and
Texas to provide efficient opera,tionand_service
which resulted in an award of, accomplishmejg.

Researched, planned dnd deveiopea a budget for the
transportation section's in Forea And Teias. Once accepted
I provided internal and exarnal controls to maintain
the budget.

Developed 'a coopirating ,
re3Atiorigh,ip betvleen two opposing

sections by providing a irteans to ..ifOnt ana_ direct- views,-.. .-

Reiiieedi`black/white frictiOn by allowing proble ms to surfac'e
-, ,...-to,",perniit sciPinge _

.;..,
COMMUNICATOR Directed, needs oi,.v ther agencies through my peisonnel :' ''''-' -

to, ocotagl /Al' 'b'ekter servl.ce to those agencies. f,

. _.)%. $.'
. ,

, . . ,, , .
Cdtinkunicated any slapply needs to superiors so. that better, ,
itaintenance eervice:codid ,be provided to the, base, ' <, .--." .1<, . >,

l'EltkiiitnATA1

4- LA.; -1966,:4iestminster College, 'in Psychology, ,
. ,

f yr 1.,". et' le '1

; -
Graduate Study-begun,. George Mason University; in Ifficiattrial Psy0diogy,.,

.
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Joel Westeriing
345 Queens Read
Valley Forge, PA419754
Tel:'\(604) 555-1234

JOB OBJECTIVE

Position.inmental'heal /Using my leadership, program development and
training/teaching skills. I am especially interested app*ing
skills to community-oriented approaches that emphasiie prevention:as well
as counseling. ,Past experience demonstrates that I.have the ability to
plan, implement and evaluate comprehensive mental health programs.

SUMMARY* EXPERIENCE
(Last five years)

Director of Community Counseling Program: American Association'of Malaysia,
Kuala Lumpur, Malaysia, July 1977 to present.

Consultant: Pathfinder Fund, Boston, Mass., 4/77 - 6/77 and 6 - 7/78.

Consultant: Downstate Medical Center, State University of ew
Brooklyn, N.W., 6/76 - 4/77,

t

Treatment/training Supervisor: Comprehensive Mental Health Services,
City of Virginia Beach, Virginia (ach, Va., 4/76 .7 6/77.

1

Instructor: Tidewater Community allege, Virginia Beach, Va., 4/75 - 3/76.

EXAMPESW.EFFECTIVENESS

COMMUNITY Developed community supporikfor a privention-oriented
ORGANIZATION 'community mental health program fob iericans living in

Malaysia. 'Catalyzed different groups within the community
tolassume responsibility for meeting mental health needs.

PROGRAM Assessed needs, designed program models, marketed,
DEVELOPMENT, implemented evaluates preventative mental health

programs in such areas as drug abuse prevention, family

4

commutAcation, cross-cultural adjustment, human relations,
and prkparation far major life changes for both youth and adults.

Developed and implemented training prOgrats for professionals
and para-professionals in the areas of crisis intervention.

SUPERVISION - Provided direct crisisWervention and counseling services in
a number of job settings as well as clinical supervision to

.others involved in similar work.

EDUCATIONAL BACKGROUND

Advanced graduate studies in community psychology, anthropology, and
population/family planning at New York and Columbia Universities.

M.A., I974, New York University, in Community Psychology
BA., 1968, SA.N.Y. at Buffalo, in Psychology and EConomics no



WILLIAM M.`GARRISON
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. 1.

East Orange Street, Holton, Nem Jersey 97584
(281) 555-9743

,o.

OBJECTIVE Conceive, design and.implement PROGRAMS for.
HUMAN and ORGANIZATIONAL IEVELOPMENT.

QUALIFICATIONS SUMMARY Solving problems in inter - personal relations to
enable productive communicating and facilitate,
organizational change. Integrating real work
situations with realistiokand attainable panning/
goal setting. Managing program comphents from
concept through final evaluation, 'Comihnicating
effectively to all levels of managemeht.

IVIbeNCE OF ACHIEVEMENT

, e
Hgman Resource Prov ided group training in public/private agencies

f

Development/ leading to increased communivtion among
Training employees, better understanding.OT work goals,

. -. ,teem planning and staff cohesion,
444

... %8 i

Community Facilitated the development,of strong, viable'
Development urban neighborhood programs in northeastern

states through workshops, one to one negotiations
.

,and meetings with bankers, residents ,

. . aildwEity government liffinials.

Employment Created training curriculum for federally 'funded.
Training . 1'world of work s project which caused positiim

. attiAndinal change and increased employment
skills among hundeds Of New Jersey youth.

. 7 .

Inter-Cultuial Dev eloped human relations training and inter-;
Understanding cultural curriculum for sch 1 eistricts in New

.

e Jersey/New York which has res ted in greater
,understanding among student= eachers and
.parents and more effective room management
in hundreds of classroom,

.

. . 1..

Health Care Worked with patients in N.J..mental,health
.Rehabilitation facilities in group sessions and one to one

consultations with the aesiredoutcome of

.
strengtheitid communication /socialization skills
achieved.' t /....

A
*

Evaluation' Assessed employment attitudes and sl.cills for

. . expeiimental survey /evaluation funded by the
,

Department o

p
I

A

I
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GALE A. SWEI1SON

,ftofessionl 'Public Health Educator:

V '4.
.

'Permanent Address: .

s.
.

806 Volunteer Place
Valley ;triam, Net York

'

4e4

4UsA 11439
Telephonet,(591) 555-0011 .

1 r '
0.

S

I

tirrent Address:

c/o International School of Kuala.
Lumpur "

P.O. Box 2645
'Kuala Lumpur, Malaysia
Telephone: 460522

JOBUBJECTIVE: An international position in the health/family planning
field that utilizes my Skirls in the areas of.program planning and
development, training and exaluationo.and community education.

SELECTED AREA O EXPERTISE
.

Beloare some illustrative examples of demonstrated areas of expertide
in at fields o f m ly planning and health education.

?OMAN DEVELOPMENT Developed a program for preparing trainers of
auxiliary nurses,in the area of family planning for
the Malaysian Ministry of Health.

>TRAINING

SOHERVI8ION

Trained volunteer support staff of family planning
clinic.for adoleecents.

Supervised a team of healt aideswho provided country-
wide educational services t needy population groups
(i.e. - thd aged, teenagers; they poorY

COMMUNITY EDUCATION Through a series of w rkshops', catalyzed 6 collegqs/.
,

/4

kVALUATIQk
,.

J

s

universities to initi to programs in'the area of
human sexuality, heretofgre_la9Ang , fox their students'-

Evaluated the family planning field perigimance of 60
nurse-midwife instructors'from the Asia region
trained by Downstate Medical Guenter.
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TRAINER DISCUSSION GUIDES
for SESSION III

4.

The attached discuqsion notes.thould be used
to prepare comments/brief lectures for Session'III

and Resumes' .

As an option the trainer may.also wish to distribute
copies of the-notes,to,participants.

a

/

#

10

t.

4
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I
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SESSION III
-139-

Cr
1

DEVELOPING A,RESUME SF-171 -I

DISCUSSION GUIDE

't
Of

A

4
l

'Use these points as material for ;the discussion on resumes ., r

and 171's.' The Handout on "How to Write'a Resume that
Brings 4estiltS* will also, be helpful in preparing ,for the.
sessi4E

. . ..V... * , 0

Developing_a Resume
.

X
, 'A resume has been defined as a "unique, dynamic and

factual representation of you at your best".

Developing a resume is a process which may include
e but is not limited to the following components or

some derivative thereof:

Objectives
- ..Qualifications /background /achievements
- Experience/Fork 'history
- Education
- Personal data
- Other data

The objfttive should be a clear, concise statement
reflecting your thoughts and feelings about what
you want to do.

e_

The qualifications/background/achievement section of
the respnie is a brief summary of one's major areas
of experience and achievements..

Summarizing ih single.; easy to'scan word or a
brief narrative using strong, active verb.so,is
recommended.

For employment history section, start either With
the most recent or most relevant position, list job
title, employer/company, dites of employment in
years, and a brief description of functions or duties. '

The education section provides a space for listing
educational credentials when they are relevant to
your objective. List the hignpst degree obtained
first; non-academic education and training may be
listed advantageously when related to the objective.

The personal data section has received the greateit
.debate ffom,career counfelors Use discretion in the
personal dgta you gigeLl Age, marital status, children
and health may all. be interpreted negatively.

-_114
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-140-T SESSION III

Resume iscussion Guide - Cont.

o, Potential pitfalls to avoid are:

AvoidlnickniMes
-* Omit date of preparatian and date of availability
- Forego photographt
- Leave salary needs until you. have a firm offer
- Omit "references furnished upon request"
--,Avoid weakeningsstatementt with the obvious,

such as "no degree" s

- Do not add "willing to take anything" phrases
-'Unexplained majcit time gaps
- Omit "resume" at the top

4.- Do not include references with your resume

A good, rule of thumb 4s: "When indoubt, leave it, out".

The following tips ve worth considering when assessing, '

'phe finished product:

4
1

- Trim all unnecessary words from the resume
Arrange the information is order ,of its importance
for the-occasion
Use spacing, lettering, and underlining to
highlight imkrtant statements

p- Place name, address, and telephone number in an
easy to see location at the'top of the page -

- Aim for one pige, two pages or folded resume
- Print the resume on quality paper'
- Assure.T the typing is error-free and in's

professio al looking style ,

'100Ple-of the more common types of resumes dre:

Fact sheet support rime
Historical resume
Functional resume
Historical-functional resume

.e Tact shd'et resume states the facts in a straight-.
-/brws'r.O.Msnner, listing positions held, educatiopo
(Personal and other data.

Al. His-tortes'. resume. provides 'a chronologiol summary
of positions- held beginning with the current or
mostrVcent.position. It also lists education and

',personal data.

.Fun.Otinal resume focuses on a job objeptive, a summary
ofeXperiente, and features related accomplishments.
It also includes a brief mention of education, employment'
history .and other career data.

115'
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Resume Discussion Guide - Coat. "42

SESSION III

C,

Historical - function al resume,is a combination of
chronological information and related.accomplishments.

COMPLETING THE SF-171

". Unlike a respme which may often be developed creatively;
the SF-171 is a four-page standardized format with .

fewer opportunities to distinguish one application
fro4 another...

It is a statement of personal qualifications and
is characterized by the foIlowing.compoAen'ts:

-. current personal information or prefWences
- experience/work and volunteer
- special qualifications/skills/education/training
- federal data

It is important to establish clear, concise responses
to all items and use the letters "N/A" meaning "not
applicable" to respond to any items that do not apply.

-The ACTIN Former Volunteer Services advises .

Peace Corps Volunteers to state in Box 11, Page 1
that they were volunteers and givekdates of service.
It is also advised that in Box 12, Page 1, the following
statements be made: - N.,

- Non-competitive eligibility for appointment to
Federal positions due to Peace Corps volunteer service
per Executive Order #11103; *refer to FPM (Federal
Personnel Manual) Letter 300.24.

2 '

The Experi ence/Work and Volunteer
.

section allows for
complete details on each job held, "and the Former
Volunteer Services recommends inclusion of the
following dimensions:

- Nature and variety of the work
- The authotity,0sppervision and responsibility

exercised
- The diffickilty of the work
- Qualifications recinired for performance
- Supervision received
- Outstanding and/or unusual accomplishments

(particulrly under difficult circumstances)

The SpeciAl Qualifications/Skills/Education/Training
Secton requests basic credentials,, but also allows
for pen-ended responses.

r
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Edsume Discussion Guide - Con.. ,

. ,-..

Former Volunteer SeMMEces encourages recording all
trainink, with%speeiaL,Atiention to Peace Corps
training, inservice training, and other training
thatis not,direCtly related tOdiOlomas and degre
in formal institutions.

sEssrof rsi'
f

es

There are several
errdrs and common
disqualification.'
flags .are:

$.
- Do not submit a resume in lieu of Sr-171

other points that will minimize
mistakes -that tend to cause
Some.of the most common red

- DO not attach a resume to SF-171
- Do not omit infprmation .that is.. requested
--Do not write in spaces reserved for Federal Officai..7
or agency use 4

- Do not submit copies of personal. publications
- Do not list relatives as references.
Avoid statements that may be volatile or open to
negative interpretation

- Do not submit a Volunteer Service Statement
1 in lieu of completing details of experience

As SF-171 is the only document on which the. volunteer's
experience and educatibn will be evaluated for Federal
employment, there are some basicsuggestions to give
the finished document an edge:

- Type or print.the document 111 ink
- Provide 41 of'the Information requested, paying

attention lo answer each question of mark "N/A"
' -'Use "Continuation Sheets" when additional experience

blocks are needed. Plain paper may be used if all
of the information is added to the,block. Each
plainishedt of. paper. should be identified showing
name, birthdate, position title, and the appropriate
description under Block.21 .

- All supplemental sheets should be attached to Page 3
- For former Fdderal employees, some agencies require

a "performance appraisal" to accompany $he,SF-171.'
Others may wish to submit a letter of recommendation
or letter from several persons with whom they have.
worked closely before leaving the project

- A volunteer Service Description may also be attached,
but understood that it is not an evaluat on. The
claim for non-competitive eligibility'ma be
suppqrad with this attachment
Sign and date the document. Throughout the document,

. one given name, initial or initials, and last name
should be used for consistency. ))

!:
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PROFESSIONAL
.OBJECTIVE

- .

CABAB LLTIES
)

.

s/
.. John Doe

101 10th Street

State 00000
(000) 000-0000

Sample
Chronological.
Resume

Professional position encompassint-natural-resouar.planning,
management, and extension education.

e

PROFESSIONAL
'EXPERIENCE'

Natural-resource extension; forest inventory and management;
recreational planning; %oil conservation;cross-cultural coordina-
tion"; projecf planning and administration; and persobnel training
and supervision.

Field Coordinator /October, 1978- Jailuary, 1980
CARE/City, Country

Developed and administered a natural resources program as the CARE
Field Coordinator, in a cooperative program with the (country) Forest
Service (XFS) and the U. S.Peace Corps. Trained and supervised
the work of six field personnel. Oversaw and administered the rtional
office and its related functions including moat Ill progranf reports,
project evaluations, project implementation, vehicle and project
material allocations, writing technical reports, interagoncy coordina-
tion, and collection of new information for field extension courses.
Projects supervised included: ten forest-tree nurseries; forest seed
collection'and preparntion; reforestation of one million seedlings;
forest inventories and management-plan development; soil conservation
practices; demonstration plots; irritation system; and fruit tree
projects.

Resource Conservation ExtensionistiJune, 1976 - September, 1978
U. S. Peace Corps /City, Country

Performed professionally for the (country) Forest Service (XFS) to
promote resource conservation practices as a'regional extensionist.
Extended technical services to 300 rural farmers,..and trained two
professional counterparts to assist with program. Accomplishments
included completion of four large forest inventories with management :
plans; woodlot Improvements; reforestation projects totalling 150,000 .
seedlings; establishment and supervision of three tree nurseries; in-
troduction of improved soil conservation methods; promotion QC frhit
trees dijd management techniques; administrdtion of food-fbr-work in-
centive.'program; assistance to potable water and road construction
projects; and success 61. coordination of projects with other agencies.

4 1 .1. 9 ki
6
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PAM' 2 John Doe
a A

It *
/ ...--.

.

...lekg
. High SchoolAnitrtidt4i/March, 1975 - June; 1976 ..

Name High Stool /City, State

4 Developed and subsequently instru ed three-month outdoor course
for high-school students. Promoted, bjectives of g ?oup inter-

reliance,sand individual grow h through open-classTenviron

4 'mutt. 1Duties included. teaching English and ?lacuna sctenoes;
supervising outdoor educational activities; and providing indivi-
dual counseling.

'Forest ,Technician/May, 1975 - Auguit,01975
State Forestry Eepartment/City, State

Perfotmed extension, management,gand planning services, including
training and supervision of one assistant. Duties included forest
inventery; preparation of management plans; supervision of woodlot
improvement projects with priyate landowners and of work in tree
'nursery; and forest fire fighting.

Researcher/Decembere 1974 - February, 1975
Fishi& Game Department/Cit, State

Participated in evaluation study by Department which, using ques-
tions to elicit sportsain's attitudes of fee structure; helped
determine extent of hunting and fishing facilities offered by
Department.

EDUCATION & Bachelor of Science, 1974, in Outdoor ecreation Management vita '

TRAINING a heavy concentration in forestry'and "soil conservation, University.
ofState, City, State. Graduated cum law"; (3.2/4.0 GPA); ranked
eighth among eighty -eight students in the School of Natural Resources.

Peace Corps training, June, 1976 - September, 1976, City,, Country.
Intensive twelve-week professional training in natural Resources
extension methods and practices, Spanish language, anecross-
culEural studies. °

LANGUAGES & Fluent in Spagish: Travel' throughout Central AmeriCa and the
TRAVEL United Stater.

al
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Peter Smith 4 .. . ...
6 i .

Office Minager/Septer;th.e.t., .1971t Tune, llet, . .

.
6

.6,
. Name of company/City, ttate:. -

-.

1 Ove rsaw,.all daily office 'operations (payucill,...accounts payable, .
accounts receivable, credit, bank rfconci,tiitipn,and income tax) .

. in branch office of .large. naiionp 1 bus iness). ,- ,
. ,

.

EDUCATION & Bachelor.' of Sc,ience, 1971, State University of. (Srara, City, '
TRAINING State Hajde. Business Administration; minor: Nathemetres.

. .

Peace 'Corps Training, 1977', City, Country. Intensive three-b.*
month training in language, crossculturfl studies, and manarmont
with .empha sis on international donor organ i zat ions , manPowe r' rem
tria, cooperative structures, bilrzeting, and management decision

,etmaking. .. .-, .. -, ' et -.; "t '
Department of Economic` arid Community Development, ongoing, )972 ..
1977. Monthly traininwpd staff develcipment Seminars in budget 6
preparation:and exectktiOn, personnel'administratron, Affirmative %.,
Action procedures, and vipervisory,cesponsibilities for effective
managem9nt.

...
J.,

= / .. ..
LANGUAGES & Proficieficy in trench and Spanish. Extensive travel in East
TRAVEL Africa, Western EurOpe, and the United States..' .

. . 6

. , ..x

N.

/

...

6a

I

6.1.16.......

A '

- ---,,,,

1

.

.

. 6

,..

I I
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.

Janelpoe
. . .

111 Hain.Street
City4TOWT: 00000
.(001700000 Home Telephone . .

4000 441,00000 Office Telephone \

,

OBJECTIVE, Seeking professional position in program development and management.

t

A
Sample Funbtional
4Wstufte

8

,SKILLS &

ABILITIES

0, '

AREAS OP,
EXPERTISE

,

line year suecessful managem;1.expetienie include#developIng
technical assistance programs in Africa, Latifi America, and Asia;
liaison. with.sentnr-government officials; initiating policies;
developing and motivating staff; and budgeting..

!

Planning/OFganizing.
Developed comprehensive program planning and managemslen: methods'
to identify, develop, and review project proposalS.'1ResOlts:
organization rapidly.diversifiekand significantly iniprove
effectiveness of.international technical assistance.

.30
.

Dgioloped,an implemented systemerto forecastwschedule,ond moni-
for funds and personnel required to.implementjkie programs for
245 trainees a year. Results: more effective use of resources plus
reduced tratningcosts. . 4

friahagement

'pet up and directed planning office with an $B'i5000:grant." %pupbr-
vised development and negotiation of technical assistance to.goVern-
bent and private organizations. Within two.menihs(orgahizatign'had
capability to .launch major, new program devel#pmenp,Wfort.

Directed largest Peace Corpf training.operation in Africa,
annual budget. Redefihed policies to'integrate volunteers
government-agencies. Restructured operationto buil4 host

'support and staffing.

$44000-r
into .

Coto ry 7
. .

. Staff Development , .. 0 i , %.

Trained ap trainers -to analyze needs, Wcite objedkives, develop.
and use variety of instructional methods'armaierials. Workshops
deOeloped skilled multinational teams able todesign and implement
complex programs with minimum supervision. --' . '

.. N I
I V 1

Initiated. and conducted. staff development programs for trakners,,
project managers, qnd'administrators. Edtablished skill bank of':'

..,

75 experiencerocal personnel:
,

!

g, . .

4.1P .- ...
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At i

. .:..

iel: w.!'1.4!!"P.APage 2 Jane Doe -- "$ `4, l .". ,-.14-e 'ii ,,,,..::,...." 4
EXPERIENCE Private consultent, 4.4 4...lte: C .

planning, organizatie 12Vpmettk., an

ment and private orga it pe
40,e'

w
1

one, 1977 - Present. Program
training assistance to govern;

Directox, Planning and 1r ramming, Company's Name, Washington, D. C.
April, 1976,- June, 1977 ormulated prggram policips and supervised
program development activities in Africa, Latin America, and pia.

Director, Peace Corps Training Office, Town, Country. Joie, 1975 -
April, 1976. Developed policies, managed and supervised design,
staffing, administration, and evaluation of agriculture, rural
development, education, health, and small- business training programs.

Operations Officer, Peace Corps, Washington,2D: C. June, 1974 -
June, 1975. Managed and coordinated support activities fbr',05
projects in three African countries. Served as active lison with
embassies and government organizations. ,

,

Program Offieer,ilame of Organization, City, State. Januart, 1975 -
June, 1975. Designed and obtained funding for health assistance
projects. Supported vocational training projects. Designed ipd-, -.

managed training and education activiticp. . .

Peace Corps Vointeer, City, Country. lunc(1973 June, l975
. .

Initiated, designed, andconducted laboratory school for elementary '

teachers. Developed curriculum and teachingimatcrialsjov secondary-'

level English.
. ,

.

EDUCATION & Bachelor ofkArtsi 1973, in Political Science. The American University,
. 7

TRAINING Washington, D. c. 'Elected to Deanti List. , .

4v "
Peace Corps Volunteer' Training, June, 1973 - September; 1`973, City, .

Country. ntengive twelve-week training in French, cross-cultumal
studies, and English as a Foreign Language methodology.

Fluent in French; working knowledge of Spanish. Extensive living
experience in (country). Travelled through Africa and Europe'.

.,

LANtUAGES &
f. TRAVEL

. 4

I
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ACOPYWARIE

Personal ptualiliOtions Statement
ahead Instructions bolo,* cbm0IIng form

4

I Mud 44 a thane Si' 1.1{ int, WI lier ye se:1 .triel !Mine Of 011114111t NM

LEAVR, BLANK' ON MASTER COPY
NI 41; to 41 A I.11 to b« I-H.1144;4N ettgieli the einlifith rm

-.LEAVE BLANK ON MASTER COPY
r Yilost tiltottf

- "
3 Howe 19.ehe

boo 000-666o
5. Sr 1 Mt: smintri

_ _

ti

Sample SF 171
1tnnoApt d
OMB No Se f1e3il1

. w --
lacr name. ever 094

Vale I mate

irlwe .t; Kiss Atyfer,

JONES ,Mpry. -Jane
Si per armr.e4 of 1l} te wtchale Jp0:07tent ;1-0- 11;44

6

'1.1,maia_SLreet......___

_. -
ill'i stel

An e . . ye
1+ 115;.Eio:

ywher 00000
ot lIsrlhp..rc d SW, Or f014014 +14,001,0

Aliyyllclaj_AA. '
4 8110 date tIt1o001. day lei:, ° 10 ixtal Set w:t; Number -.1

4 *
_91/9.2100 000-00-0000 0

I I It 1,i.1 have. oft 01 kt /10110GYelf ti 00 1edera1 Govermurni Pi. 4 elYtit19 (We vOrt
IPOIII 1 wade co.140. tott aerie Mut tub lode

.1jeace Corps Volunteer ./
141 if %.1 vit.. xi 1.01. ,1 941,1. .4t.. to riak 0414.,r.

A .
.

14.q. 00/00/00 (Dant"thi .1" 004/00/00- (COS datt.)
'1' +101 t 411/tI at on 4.0. AM' 11, 110 ,; tarf, .4" 01. ,1.1,11 pro, tor I. tit It r1 I ION 1' ice 4N:
Vn". apl 1141 11: P ter,1 41.1 to:
et %ow ?!e't' . 01 0 r..1pe yl's:
Nr-competitive elig.bility (Peace Corps
set-vice) ; see FPM. Chapter 315; Sect Wu; 6=7.

See, 1/34. . . 1

inv.r Aar it vo t.I.-

-PAY
7 8,1

LEAVE_ .1;11,,ANK ONJ1A ftR, _cOPY. at 31
If. Ale 1,n4, to weal), ItIitt01

fAr(rpfj'trr or illis.11. t ow
porws rmtoyairrt ;10
attrt Y. ' Ctlity/.0,0e /et
opoo IPKotztrirene%

t: wove rinl You accept .) pig

I 0 th,r 1 1 ith
rte 1104 towsrlt

f S to f1 toon111.1

A DI the Washmotoo I1 f: Metropolitan ma,'

8 litilsida the 501140,d Stales'. ,

C A oyplar e Wiwi States,.

0 Only on 'sum/pod/4r

DO,NOT WITITE IN THIS BLOCK
FOR USE OF EXAMINING OFFICE ONLY

Kos Ix i.te::.14;.1.:1;.

-.5:;01- ed.'1

Ho atoms

loom approved

Option Wide 1011.11( e
N
AJo
of

.U. '

2
0

nt

0.

10
-

0
0

041.0 .04t dal.
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:1:14

- --
VIS SPACE 1011 USE Of APPOINItili fif XII Olitt

Prpa riqu i $ . .4 1 %

11,11.1. II If .° l r Of

: n!...
.

_.
41W 40.

- 4-.....46.

le. Atvo 10 4 d . . mri ," !

A 'teak 0 .11 411 ...tet.c 111 ,O. 4.

(...9. - .. r, .`I v a .

C £1411 1,41.1,1.1I90.10

19 Ar, IWO 101.1bk I9i II4t7 hint. .
'kart 11%0.1011% Asti r4444 4#4.,4

Ot 200' 11.4%P' hoortliet vet 1

It 11 to it ',nuts OW. At t./

In l9tivutcpet Zee
.

14(11011. yput a..11jb11tly tnf t,winight travel

A No avalljele trt overnight Itaye1...

8 1 105 raghts pot womb

C 610 illimolitarri womb .

D 14 o mese nights pet mouth .

21-iiiiggpiereTe-rireins;;"ali o.Tiir ti iZri dais no! apply tTy-tit7...Vit...;;;Wi-*----
A Hare vo., eves ,.,,,.,. 11 411110 duly in the Wiled Siite$ Islam y pewee, rf scOwle law, 01 delireditor kri emito on RPM t e 0i 4 ii,$., 4.. r 7
8 U. vr ,, ever tote r i , 04414 Isom the armed set vita.% under other tharihonotatile contlitspoSY Y o u P l a t Oittd.my am 4 1, ' 0 F . r if' WI. 1/ ..t ... :'' I

orawit, by a onih.pw Relorve Rawl oi smil4f 44144104,0.
. :

0 YES ovidrlalls in dew 14 -. ,
C. 11.0 yeti &woo 5 yowl prelesera e 11.cif on attar duty 00 Ii armed loote%7 . . . .

II YES you will lit mooed In twoh crowds 10 suppnil vont clam at the lime you ate appointed

D P yo4 claim 10.pront millrace' ..
11 YES. check the fyrte of p rter mg Clatittett add oomplrte and attach Slanclaid Form 15. Clore for 10 Pirint ertrn Pita

0.6 70.14tt,t....
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'
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A
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. 1,4;r "RI" (1"4 4'4 'Mgt' ..."11111 11. on vvviv. viikint,o csiliol04 0 $10 AMA Wit. A. I swill to' p isl AS.1 I S. del I 110 1/41/1.4 MIA" 001

erAdriA r Wok% .0 ill 11 Wit IM ibr LI I lute ill IN'. r unity, r elm ks 10 0.0i 1 01 10 1011140 O.
it nniity be made fit ,100 (111K1111 wordily trqm4utul vow rio.iom Pri dAid alnirt% and Ire ded dl ratidworn Id'

IA NI) d 11.410,40e.: your co1,,,Of41.00 6. pottelypof lit opihnsumbec ri. rr,r fog Adritato,foafqe I .1. .1rorkir poilorrn%

N.untiko ul

Peate'Co ps/Co itry
..streeeAddres's

. ,. Country

WO Idle 02.31.t.W:47Communi

Atei olpfr AO' t.wtr tl k11915,1, Nile Poophoed mon14 dmn re or I

Fo, 00/79 /!...00/60:
%M alt 01 ex met

S VO lout eer
440#10 $ Stipend

Name 01 immediate suet/ vv.

Iknd ol bliSeneSS at tfigan aLon ornanutaclui doe
aCCOutitritg social Se1VoCtS 'ok

Federal

Alva Code 10eptvdo Methyl

I
II Federal see vice civilian 0 anolai grade 01lanx and dale 01
east psomotion

Voldniper Agency N/A

)71:1 1141
it.eadr I r lon.d S p.i rVH

,ly city

State Country
N1IIPIO a d 00 of emDlOyttS you WO!'
v0.1.4

Qui lea .01 Nu *anti te e

Completion of three
years 'volunteer sevice

00$019:10,0 el work OWN* your SPeCtite dudes MPOnSiboblitS an0 acrompirsoments in Jim sob

Ugon'appreval of Peace Corps/Country of third year extension of volunteer
service, founded lowcost medical outpatient clinic in (town) for a grass
roots organization.-.Responsibilivties included:.

Adminicatxation

Sated ,oictextensive personal research, planned prdgram for the-outpatient
cljnik.aeveloped site; recruited professional medical staff; located and
obtatned:all medical supplies; implemented and directed budget; raised
100%.4Coperating ands by obtaining commitments of assistance and support
from foundations, religious institutions, universities, and other nonprofit
groups; and evklua,ted-status of the program which included research and
.wrLeing ofnnontgry reports concerning assessed needs and recommendations
for...impl-oved ervices.

Management
Directed campaign for the improvement of sanitary conditions in the open
market. This included obtaining visual aids, procuring sanitation recep

i
.tacies, Wtsite removal, and collaborating with city officials to wash and
fumigate,the market.'

Training/Counseling.. 7
Provided technital assistance to Peace dOrps andother volunteers in imple
Inenting innovative health programs in schools and communities; trained volun

.

,teer personnel in all operating functions to continue clinic procedures;
' -directed group counseling for market women in seminars dealing with inter-
-persolial relationships;directed encounter/exchange sessions, procured audio
vrsbef,a4ds, and invited guest speakers; provided technical assistance to an
kndepdndent company interested in the improvement of the living conditions
of its dmpLoyees.

Research /valuation
Researched, and collecteddata for a feasibility study of daycare centers for
lowvincomt families in the area; made recommendations and presentations to
locll Avit, groups; in order to analyze communiLy health needs, conducted
case seudfes and surveys to determine the medical history of clients: developed ,t

.inhtruments, interviewed clients, and made recommendations to sponsoring agency; ,

conducted survey of produce prices in the (city).market: carried out research
,for the,ficit viable blueprint of the market and population density of samei

w.

v.:.
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i; my ,i. ll ...01e. .4 ....ployes 04.to i.ittuu Nn. hole In I air 11 too*, -153... 41" lowilyrd ii, mstfil aurftili
inns, 00/77 'to 00/74

..

i3e.see co; p /e.;111nt fy `ral.try pi rAtnPti

Street Address 0",,,,,0 Volent.per
. .

City, Country 1,41,4 S StiP4-Id

I t i t ! Mt io your sosan i v N imr ul unntelbale supra .% i Area Code Tetrhone Number

.T F1, Teacher

14,nd Of ble.olIKS 01 111194.)le h011 heagura Ow me
rOuninq Weal serviCeS etc I, Fed era 1

Local Supervisor t 100f1 -U00

'our Itu tea.00:1it I Niro' to vu CIVthin ahlutary sews srmif r.w mutilate of
last ronsiabn Tffird year transfer to

'Volunteer Agency N/A .e health program

letrildsoe work *SU0e KW Wok dohes retpensMehhes and accomplishments 0 MIS

Assigned bx the Ministry of Education to a high school in northern (country).
RespOnsibitities

Teachtrg/Training

Delivered classroom instruction in English As a foreigri language to 12 classes
of peeween"c25.and 75 students 'each, at the 7th. 8th, 9th, 12th. and 13th grade
levels; devised and used a variety of approaches (Silent Way, student presenta-
tion, role-playing exercises, group projects, etc.) to convey different subject
matter in the classroom; taught students effetive otal and written communica-
tion skills; adviied nor-native English-speaking teachers on teaching methods,

Curritulum Development
Determined extent and scope o curriculum to be covered in each class; reslsrched
and evaluated existing materials and techniques, and adapted them for use in
classes; devised curriculum to answer needs of students at different levels of -

proficiency within individual classes; developed and wrote curriculum to
stimulate thinking about local issues; prepared and wrote teaching materia4f
recognized the need for, organized and taught a special prograin remedial
English-fof students preparing for national examinztio9e

IvrJo. tileei ul mum II 40" 6

411
-

Plat e ruItlateesoi
City
f:u+lltf ry*.

1.1d taro 0 total:41,es ybu Supet
11 see *

Education Administration
'Organized materials exchange between Amerian and (nationality) teachers; in
conjAction with other staff members, planned the master schedule for the
school (2,000 students and 30 teachers); designed, planned: and implemented
teaching schedule; participatod in triAsnual conferences with sraff and admini-
stration to discuss students' progress and make.reFommendations for the future;
as class advisor Le two classes, represented students at evaluation meetings;
kept accurate records of material covered in each class for use by administra-
tion and Ministry evaluators; participated meaningfully in staff Meetings and
in three Education Peace Corps mid-term conferences to'evaluate Peace Corps/
TEFL program..

Research/Evaluation/Analyels
Researched, evaluated, and adapted existing teaching materials for use in
classes; evaluated personal teaching effectiveness; evaluatsd TEFL program
through three, mid-term Education conferences; evaluated student progress
through tri-annutil conferences with staff and administration, oral and written
testing; employed analytical skills in trimester and yearly computation of
averages.

, 4

V Testing/Examinetion
Designed,mrotet and administered oral and written tests for'classes; prepared
13th grade stud'e'nts for national examinations througtraom work and mock
tests; designed, wrote, and administered written and oralnational examine-
tionrfor 10th anti 13th grade students; evaluated results of classroom and

rnational examnations.
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#21/B: TEFL Teacher (00/77 00/79)

Accomplishments

Duekto crosscultural sensitivity and (language) fluency, became an into»
grated member of school. and community; negotiated effectively with an inter
national staff; developed awareness of cultural and political mores and
system; developed ability to adapt to any cultural situation.

Operated a.Enelish library in home, the only source of English book.s.in town;
introduced students to African authors writing in English. Devised curriculum
to highlight and stimulate thinking in such areas as public health, urban
planning, and local prtblems.

Upon successful completion of two year assignment, requested and received a
transfer to a community health 'prolect (see 121(A).
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Acted as the Assistane.Office Manager for a small, independent company'which
had previously filed for bankruptcy. Was responsible for the mSintenance-
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of product operation and budget procedures while meeting the various complex
.financial commitments imposedby. judicial imperatives. Tb'is included,book
keeping systems, monthly financial - reports, and payroll management. DireFted
product shipment, ordered raw materials and pplies.
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StudiediOdicial-proceudings (briefs, depositIon%etc.) in an antitrust ease*
againet major oil companies.- Investigated U.S.: ate subcommittees' findings
and collected pertinent data,' Made presentation of findings to lawyers in
volved in' the case.

iS 128
4r

0



-155- -Ns
Attach Supplemegial Sheets or Forms Here

,-, ---.-. e ,. t. a 4 st oq r. p -. 1,, i, , ./... ..1-4%
'f'.1." PV' ;" Pk' %.4- e r orrsorrf or sr 4.4 is sv ,.s .1.

Program
. .

pjanping;'teaching/training; curriculum
control; community\vganizing; cross-cultural

_ kigilliERS1112S_LL Eedim4s1._Wouteuls_E.ro4xam..A.
n, 404 01 h. Oh. 411 efitt, all ptiot 19iito 414 0 ejw, or Cad. ftiJiP (0A ., i
_r

N/A .

f .. , '. 'it. ../k.,1 .1#0.1 , . ,.:`. & ' ' '1 . ': ' '

management and development ; research; budget
development; of management; inventory

s6nsitivity.

isory__CammiLLCCA-
C I Ate. ii. wo Or t 'Melte

V,* 'slyly or 0.0 tottfron 4,t4trty

.. App. . 4. 00 AV. Or 0 .1 V - e.

t,,..,3 St r
- 55 4 H/A

a A elv00419.01.1 horn typo ora oa *a you oduate %roo too opt Niemen**
odO you naysa GUI high 'ghost toot/lentv eerttheale

* Name am, ',tem.°. 410 States of otI t"7' se,.
Anywhere High School
Cityl_State

.4 a' WV,.

-f e I 0044 and Teat magommEENnammig
x 06120L

P-7 Nam a n t bear 1 . 4 y a g e and A P ( . 6 * dinporaipe tonne a, .rat eiStV di ad*
I Free

of

wawa eor fun. mores tre MOM sod ITAR you girl I t ,oer,
Mot flare t 41I

Unli
0;0' *Nerd 0 teat, CoinOtoted

(
... r ...h ° "4'4" ',et!:...; ,.la mt.

D.A.

v 04' Of

O.'

1974

r"troth,
se ..----
120

o_atesiv"
...or"'

i firm I Ray Hirt-----CriTcy ort tire-
City, State0

--_
09/7.0

09/72

06/74 4

n ivr71 1 Scare PiWirl'iSpeiIT
Made rid, Susi tl 06/73

.

,--

. --- ...

0 1 h P1 OrJ0011e t$10P 1. hetiS ;
.

h , 1.reis 4rrie;01.1__---
che.
>44`i.,

I tf, rk.t, tie r)regsVerit
.A...w....its ' ..,...e..r.....

se'''
g. 't

se- 'Wt. J..... #
II t

Political Science 10

_iiistory 12
I win. toil 01 'Myal aposi IN.* et (0,141 *01

- _ ____.
Po 1 i t Ica a 1 Science wild Spnnfsh

._ -- --- -- - -
( 6 111.0 K. 'tit 1004% t r ; s r . r o I A t. 40004"ai A' i d OK A ", . r. I - ii . 4, , 0. , ...0 :r . 0 r 1 4.. ea,,, ... .

ell tu1$4 +honk( of "4. !Xi" er .60,14( VI Pie O.,. . OW 1 r i , 10 , I. '1' I

lace Corps in-service Training, 00/79, City, Comitry. Intensive four-week training
in the principles of community organizing and public -health project management.

'0. . .

Peace Corps Volunteer Trainina, 00/77 - 00/77, City, Country. Intensive ten-week

training which included (language), cross-cultural studies, and teaching Eng10,1)

as a foreign.lanauge (TEFL) methodology.
*Win awaits losi telaSkei tot lye

.:

(Name) Sch9iership, 09/70 - 06/73; National HonoriSocietyL undergraduate CPA 3.6/4.0
n s visit.% coal than 811.1b IA1 0* mnguag es mean Man prim m *ran eou .6 e pOta.00t aotEladicate 4.0 Jet* ol peoladomuy 0, paltotta Loh. ow% I V'' o 01 goa., , 4, .4.

Caullestm Ist oxiLlou islikv. w044444110141 *1J Oka liejfiji 044 Om Impel Mee Im treat snmentra MOMS toIlly la tai towel Oeitnoe A item I . /.v gaol.' v. a pate P
aod 011, amftrof pi alcon *Ate yaw tial..adit f 1041P444/241%0101rialerwm **iv vnboiangeoir al Anyn IN Mom ewe taupe tee.

'
NW* 010%1,44W

PROMO KY .-.,

Lan Prepare and
Relent Lector., 66Comsat

liave $ ac.f1 o tee.00tsw,oes
tecbmcal Mattis ats etc

can Read *ticks flew*
kiatereats ere lot Oar Use

Neatly WO adiscotht Way Raentaly Into Nash room ingliSr lastly *an Osolcully

Spanish lc x x x x

French

ill

AS germerses I Hr OM Ot.s0flt 4.04 Na .C1800 to etto Om OPOte elotheeettde Ot ipso ClaalotoUtoRn and 144414 los 011t 00$000 101 00C11 /0.44 4001T100 Du not repeatoame
Of tooesotwe sted undo Item h. woman .

,.

NI alaaet
. Peesent Bonen Oa Home MOM

(teumbee, Stmt. MIT State AN/. Nei endalleid V Of e o0a0o

Ti First Avenue, Apartment i----Cr-aite
City, State 00000 Student

. ---
%

.

John floe
Student
Counselor

Technical
Writer

Jane Peters

12 Second Avanue .

jCity, State 00000

13 Third Street ,
City. *katp 00000MA rst gm F tit

Pots 3

BEST MI AVAILABLE129



I ee._

Ms.wflhsn$Vth401 . jwm*ecootco1umn.

V AID noI9*1lMi9StMOs

I
1019 $ convucllcn o $ tomg does ut M411UI*y mean powUMQI be aom*eo The stool 0* the cOoe$ths01t 00 511119 wis SON IO( $9411 SC9*OSG II$901W*. GUIlD OIl *5013109*1

$4 icucan be made

3
. -

a Wulnui me last Ime yea's have you u,t $ jt $Ittt Deu notulied that you would be boW .

hI your ans.e' '0290 29 icOve i* YES ve details ' 13m 35 snON us. eatno and adeeu nc*n P Ccd, 01emIoyat. $Dpooximato dale and 11100113 lion case lOis in

lotmaboouldoemthyouoanswe,siollem)1 Ezpeneoce

35 A Hive you iw bean lonvIctod toulided c*atuiJ 00 we yew 10011 undsc dsug*s fir 7 W91y 01 7 tohionts 01 119105110$ 911$9* $Q$i$9I till law? tA1ony4 OlhlIldislfty 01
flnipt*sA101 by iwtsi*ii 1w. lime ezm*'19 w.ewt on.. not mcMJ*itroltansiissi*.du .n$mwsorewvntet.aiW. S ntlpundl*dliby X
ImDvisomrr*olaStwoJws 011111)

B Ou"n the pas' seweD yws live you bun 4010wIctad .mpnso$9d.oil p100atiGn oi 9311*01 IOIII105 00*1111w. w Ore row now wicv 010V911ha any 011ente igamse Ihs law 001 u11 -

wo' wnen anseun9 A usd B above yOu may Oelsht P11¼ Imes ID wOtucli pow paid alms Ot comminedbetoieybu yi51s.0y$ø
pjdicated in $ uvimie cowi w undw $ youth offandlo It. (3 airs coflviciuon ihsi record ol whith hasbeen sxpsI9sdundu Fsenat 01 State law. .100 t4 any COnvICtion $51 10111
11*00 9*F91YouViouecbons Aol 00 mIaiSlal. ouusonuy. - X

31 WnMm hs I$1II*Vy WYoe will you *vet COnvICted by $9$9(JilJfl.l1JI$)7.
II yOu' 305.11 to 358. 0131 YE$ govIdItafi mItwnX Show*oo .aeeoflnsIl)det 0319 pus cewtsnd(5)eebonlahaut

Ir oveu,vnefloemØeoy m acombsncacs1 a Fooinyistatwe0*yOu1sOIy0*00d m$g$p(3N19013Q1053311141*tt

35 Do you live *ptIi 01 vuOusA 9* 915 *2 months have you lIved wlth any 91 1111s is 051150310 .m91oyed m ateviGancolcoly'. . ...

"you, answet to V us Y9$ QVC ii' 111113$ IDI luth 10101101$ *, name. t2) plaseni addlass ls**'d 1' u meaionsswp j4 ,onwi. loenoy. 0' OrancIs 010*0 oifll$d

It yes answss 1035 Is YES also give he kiu00if a$9oonbnentheld by 11* r lylIslyQO wi 1111*1 00 twoS livid wO wiG*iø IhipisI l3moiWd

dd you have panduriQ $bctJ.0 Ioi fNI*UISO* 01 (SItiosi 9*7. 900I*11O 00 SOW CCIrqlflWiOflbt$Sd On 31 iii. 0 Otettid 01 CowiobiaGov-

flyouclosww1oYEE,.0slad$mh.m3S

You'Stalem.mcannotb.procsss,dvno poubs swsr.datiqussooL9*ludbçfl.enoflmeouh3l.bo* kOutsyouSawe91lad Xio9uNftfEVffiY
mas1r4 ) ibOvi. SlOW 00 meYsroo lIOcoturnA

SpNeIoeds1Lul.danww$ NilNseD$u1$l10ly
12 Non-comoetetive eligibi].ity tor appointment to ieaerai positons

due to Peace Corps service uoiooiOu oo7uu/UU) per rxecutive
Order 11103; see attatheci Volunteer PescrLpCIOfl of ervica and
Jedera1 Personnelt4anua Chanter 315 Section 6-7 and FPM
Letter 300.24 dated 051151178,

25 Sanish 2 years jgt schoo1; 30+ underaraduate credits; lived and
ctudid in SpAin. 9 mônth"s: lived'and worke&in (countrvL 3 rears

1Frencth4 years high school

2 .t) JohnA. ione: 2) 111 Main Street Anywhere4 AA O00O0,i11iI) Spouse
ii 11 prtTnønt ôf&grientture

Jo

bore $91111 'igiwed use ted sheets of papat approsinsalely v*iants sal uOWpag. Wosta on sash sssst powowno, birtieb9*. 0011 irmlilwimlnt Di issitson inti Anionall shelta Ia ta '

S9*mmti19*toeoIpig.3

ATTENTION THIS STATEMENT MUST BE SIGNED
I IM1hwI Mu*4ha CIIWdIy Wu 11s

A labs anowsr Ii any qusetlon In this Statement nly ha pounds f not eying you, ai for dismissing you liter you bNj sk, id may be punishable by tMor m
plsantnsnt (US. Cod.. Title 18 SeclIon t0G1 MI the matlon you vi uW b coidderid In tvttamlng your SlaismeM'

AUTHORITY FOR RFLEAU OF INFORMATION

I have computed lids Statement with lim knm1sdgs aid undsatendtng that anyor iii 11511w ddntahlsd hintin nwy be *Ib$cI to UMIII9IIIOII WCI6ed by law 0
dsntIal dlmctivs aid Iconeent toliwre1is of Information coi1 ngqpidly and litosse by 0*nglo)ln, idUCIUOnIItI151I011$I tam en*cement SflCI, and othei

Individuals aid aQendse. to duly iedI15d Ithsstlsbma, Paisoonsi SidlIng Spsclailsts. and odsr wliIad snIuyoN ot liw Federal Gousriwtwit for Vial rpoue

TWIC*IION 8Ith*,k) LEAVE THIS BLANIC 1 DATE
IceddymaIanidthsuemem5madebymça05vue.compuiIsandcor 1*M V()ffl MASTER COPY SIGN AN..*l II. I..I ad 1r laAalà nd I' "ds innI faIth1 u 1AP. A('U I'A'DV A VATS CT!DMT

P.1.4

rj
I1.

.

I

4

4

4

4

4

4



.*

4

SESSION IV

GETTING A JOB 4

131

e

4.

at

4

4



1
-:159-

SESSION IV - GETTING A JOB

Total Time: '2 hours

Goals:

110 develop strategiestfor establishing contacts,
interviewing, and maintaining personal morale as

. as part of a job search.

To provide several tips and tricks of the trade
relatedto conducting a job campaign. Especially
the "Information Interview".

Overview:

The purpose of this session is to assist volu nteers to
understand the components of and be able to organize a
job search or' "campaign ". This is really the "nuts & bolts"
work - and it is'work - of finding a job. The goal `is
to give the volunteers. suggestions on strategies, not
to develop their skills in each of these strategies. The
session focuses on giving:a "tool kit" pt resource matgrial
and of developing strategies to manage a job search":--'

Exercises: 1

1. Contacts, Interviews, Morale - Problem solving
2. Strategies for a Job Search - Lecture/discussion

, .

Materials :I,

-s Flip, 'ci2arts and pens for 3 groups
"FVS Manual" if available (or "Close of.Service
Memorandum"- yvs)

- "Preparing fol. the Interview"
- "Information Interviewing"

Trainer Notes:

1. Review the DisOussion Guides provided with the session.

2. The Former Volunteer Service Manual will be of great
help during this session. It answers most of the mechanical
questions about getting a job in both public and private
sectors., It also gives good examples of several typei of
resumes and SF-171's which are. based on a PCV's background.

CCI 132
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. Session IV - Getting a Job - cont._ I

SESSION IV

4#1

lit is also important at this stage to re-emphasize
that while the prospect of looking for a job may seem
arduous - that 'the volunteers have many of the skills they
need to organize'and implement a job campaign. You may want
to refer to some of the skills already outlined in previous
,exercises as examples'. If nothing else the process of getting
a job will tap the RPCV's ability to be patient!

t
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EXERCISE I - Contacts, Interviews and Morale

To tal Time 1 hour

SESSPON IV .

Objective: For participahts to develop suggested strategies
for establishing contacts, interviews, and
keeping theiritmorale up during a job search.

Overview:

The purpose ofthis exercise is to assist volunteers in
beginning to plan for a job search. Participantsfdevelop
their own strategies in addition to being provided resource
material which will support the job search. By developing
their own strategies participants should realize that thex
already have many of the skills necessary to manage a
job search.

Procedures:

Time Activity

Introduction 1: Explain purpose or session. Begin
5 min. sessionby establishing the following points:

- Getting a job is work that requires
...planning and
....patience and

...perserverance

Est jobs result from a contact inside.an
organization or a referral. So the importance
of "networking" is key to a successful job
campaigner

. .

ft- In addton to resumes and searching the want ads
getting a job requires that you maintain your
morale, broaden your contacts, and "Zook good"
during interviews.,

Small Group 2. Break participants into th roues.
Mork Giv4 each a marker and two sheets of flip
20 min. chart paper. Assign each group oneeof the

. ilk % following topics:
- Contacts
-. Interviews

'1

Morale

-134 )1(
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SESSION IV

Exercise I - Contacts, Interviews and Morale - cont.

I

Ask each group to generate as many, ideas
as possible on how you might

- Make contacts
- Handle or prepare for interviews
- Maintain your morale

Reports 8t- 3. Report out: 'Ask each group to put
Discussion their chart paper on the wall and briefly
25 min. describe their suggestions. Examples of

responses from previous sessions are provided
below. Since the trainer has a handout
on "interviewing" that report should be last.
As each report is given, tht trainer should
elaborate or add points which might be of
additional benefit as strategies.
At the end of'each report ask for additional
suggestions so that each list is as complete
as possible.,,By the end of this exercise . .

participants should have as good a list of
suggestions as any that might have been .

prepared ahead.

Interview 4. After "interviews" report out - distribute
eandout and briefly'disauss the "Preparing for the

Interview" handout. This should be provided
'for future use and information.- s

Summary

4

5. Summarize this exercise by noting that
all-of the suggestions will probably coops
into use at gpe time or another and emphasizing
that they came up with the list - i.e. used
their skills to develop the suggestions.

6. Suggest that participants record the
suggestipns in their journal. .

Option: If you have, time you` may vasil to
1.75176-Tlar an interview with one, of
participa4ts: You may develop rolik spontan-
eodsly or you may choose one'from:tEdse suggested
in the trainer resource material4 for this

that most of participants nee /want it. It is
session. This sh4A-ild only befonedif it seems

obviously going to be several months before
they participtgte in an interview in the U.S., so

% the most useful _tips are probably centered .

in the handout. In some of the field Vest
workshops this option was done as Art
evening session.

1.0
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'SESSION IV

Saraile.respOnses from previotis workshops/op the.Exercise "Contacts,

Interviews and Morale" . 46%

A

Responses fiom previous sessions, have included: (These are examples

only. It is not suggested that you addAhese to the list your
comes up with. They are provided only is background for the trainer .

# Contacts

University placement
Friends
Relatives
Employment offices
Newsprint/magazines, etc
Welfare Office
Former employers

Walk-in
Meet at social events.
Conferences and conventions
Creating and selling a lob .

State representativ(or Congressman
Professors and teachers

1. Talk it up - let people (friends, family) know youlie looking for
a certain rcind of job

2. Contact people in the field you already know.
3. Hang out at places where people in the'field might be 'found

(bars, show biz, lawyers), conferences, exhibitions.
4. Register at employment agencies whiCh specialize in that field.
5. Check the want ads in relevant professional journals.
6. Follow upill contacts (with resumes, thank you notes) quickly,

but tactfully.
7. University Placement Servicep.

Interviews I

1. Communicate probable questions'and prepare responses.
2. Rehearse with a friend.

3. Be aware of possible weak points in resume.
4. Appearance counts.
5, Confident, positive.

6. Beprepared and organized.
- research the company N\ ,

Why did you leave your last job?
7. Be on time
a. Make the interview interesting - ask questions when appropriate
9. Try to be natural

Be sure you writs the thank you note even if You don't get the job.

Morale

1. *Write letters to friends in similar straits.
2. Keep Active - hobby, play, halping mom.

3. Get it out - talking to family and close friends.
4. Part-time job.

5. Sponge (off friends and relatives)
6. Keep positive attitude a)tuqnEaf negative tapes b) persevere

.7. Uga and meditation
8., Drink beer

4 1416 41
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EXERCISE Tips and - Strategies
. . .

.SESSiON.IV

,,./
. -- ..

Total:Time:, -60 minutes * .
:; I,

Ob'ective: To provide additional strategies for :managing ,_.
,

.... .-the.,job campaign.. ,
...--

. 4
. .,

,, . - ,.. , r 7s-: ..,..,. 0
Overview:. '

,

, ): , ..;',,N.
. ' \ ,

The purpose of
.; 1

"this dxercise is to give volU4s60er ''

I,

resource materitl that will assist them to develovia job:. ,;

campaign: Centrato these'stratedies is the concdpt- /I.'.
and "Information Interviewing." .

'Materia.16.:. Handout "Information Interview"

Procedures: af

.4

Time , Activity

1. Introduce Exercise Purpose /objective
.

Reading '2. Handout "information Interviewing" and
15 min. . ask participants to read and be prepared to

highlight the major points.
i

Dispuss 3. Lead a discussion of the article using
`Artitle questions ,such ,as: 4

15 min.
What do you see as major adliantages of doing an
information interview?-
(Possible responses are:keeps me active;
practice interviewing skills fromithe other
side; establishes contacts for later use as
job possibility; improves myknowledge of
the field/busiress; gets additional information

help ills,gocus, my resume.)..

. ._ -
What questions do yagIlaveaboutoonthareing an , . .

interview? *

(Possible quegtions: Doyou think petolef
will give you time to do ayiftervirelike-this? '
Answer:, Yes - people ]lose o talk about
°themselves and their jobs. They will .be
especially open.to-the interview if you :have
been referred by .someone they kndim.)

.
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Exercise II - Tips and Strategies.- cont. ..

a

-SESSION IV

What happens,' if you caii and they say "no"
even if you have been referred?
(Answer: Ask if they know someone.else
who might have the time or be willing to

-/ be interviewed.)
,..

t
.Tips and . 4. Using disCussion guides provided ill.
Stiategies this-session, highlight other job hunt
25 min. strategies: ft -. -.

k .

- Yakt ads .

- J'ob Search /Headhunters
,

.. .%

) - Special Issues for RPCV's" ,-'
- non-competitive eligibility
- Resources & Services arai able

c through Former Volunteer ervices

.. Summary . 5. Closure: Recap the steps 'of the
5.min; Job-campaign: . '
ft

- Determining what )11igu want from a-job
- Establishing goals/objectives

l- Deyeop Resume
#

.
.

r -- Develop A Network of Contacts
- Develop strategies for keeping up
your morale, .

NS . - Keep at it.

4
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.SESSION,IV
- Handout

INFORMATION INTERVIEW

- .1

"How to Do Information Interviewing

7

1. - People to Interview

You can interview anybody who is involved-in a job or
occupational field of interest to. you. As you get a
clea'rerideaeof the kind of job you are aiming towards,
it is helpful to interview two kinds of people:

.

sdpervisors can give you a good overview of the organ.-
izationAfarmation about qualifications for specific

. f
jobs,"advive about other types of work in the orgapization
or field' oil interest, and referrals to other supervisors
A the organization: ..

1 -.0
.

, .

., b) Peonla whir hold Jobs you're interested in- :
.
can give you a

realittio. idea of-their work day, information about the
,skills'Ou would most need, and inside.information about

. 'the izat:ion.- eg. when jobs might be available, whom
'....3=ti:/shou.ld get-to know etc..

. . ,

Ae.14 a good idea to work 'op to the superviaers by starting

1 your interviewing with people you already'know and getting
. refeAals to _those in hiring and supervising positions.

-
s

4 4 Settin: Formal Information Interviews

.
.

.(.0.4iferrale; By far, the easiest way to set up forkal.informatton
interviews is to have a personal referial from someone you,.
at-pow- -who kn I .ows the person you want to.nterview:

., .
e

o

P

Walk-In: When you don't have a personal referral, try walking
in and asking to talk with the person you want tosee right'

- then and thire. ,A live, warm, smiling 'body is harder to turn
'away than voice on.the phone.

1

. Phoning: The neit best method is to.phone foi an appointment.
Seerttaries of 'An try to screen the people they work with from
unkilown phone callers. Giye 8 little.kfiiirmittion as necessary,

N-

I 4/ $

-

0 1 4 0r
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rip

making sure it is honest(e.g., "I'm interested in the work
that he's doing and wou d like to talk with him abqut it ").
If the'Secretary thinks hat you want toapply for a job, he
or she will want to refe you to Personnel, so be sure that you
emphasize thtt you want to talk with the person for infar

'mational purposes only.

6

Letters: Letters should be used only when absolutely necessary
for setting up interviews becausethey can easily be ignored,
or end up in the wastebasket. They should always be.used to
say thank you after the interview.

."

How TO Proceed

(
.09You are conducting the interview, s know what your infor-

mation purposes are and what kinds o q estions you want to
/ask. .

e You want to learn what this person doer in his/her job,
what he/he likes most about it, etc. You also need to direct
the discussion so as to focus on your skills, interests, and
job needs:, If you let; people talk through the whole interview '
about their jobs only, you will not get valuableinformation
about other job options for you, other departments or organizations,
to investigate, ways to get around job qualification barriers;
referrals tai other people, etc.

e.g. "Wesaring about your job has helped me to think more about
what I want in a job. Can yodthink of some jobs that would
involve more' than yours doe's? or would. use more of

my skills in

0 Ask opeaended questions instead of questions that can be
answered .by yes, no, or simple facts.

e.g. "What do you think are the most important qualifications
Apr a job like this?" Not, "Do you:need a business course to
get this job?"

40 If people mention barriers to your getting what yOu want,
instead of accepting them as "dead ends", ask them to thin
through the problems with you,.

veg. "What would you do if you were trying to find a job in
this area right now ?" 141 ft
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4'
OGet the persoll to_refer you to other people who can be

helpful to you. Questions such as the following could be
asked:

"Can you think of other people for me to talk with about other'
job 9Rtions that would be right for me?"

"Can you think of other departments or organizations which
might'be of interest to me?"
(If you are given the. names of other departments, ask if there
are some specific people who the person knows and could
refer you to. Ask if you may use the person's name when you
call,these other people.)

Follow=WP ;

Pr
A note or 1 ter should follow the interview. Try to .,

include some 8 cific information that roved especially helpful
to you, or to mention one suggestion tifft you're planning to
follow through on. When you're interested in keeping in further
contact, do so by phone or drop-in visits every three to four
weeks.

v

. 1 4 2
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Sugg Led questions, for the interview:

0
1. What type of forial training have you had?

4 -

2. What other fi lds have you worked in over the years?
If you have c aged, what led to the changes?

-; What other experiences or training have you had that
were helpful to you?

4. Could you desdribe briefly au-average day's activities?

5. What do you like best about'your present situation? x,
What do you dislike?

6. What are the main problems or frustrations you encounter
in your work?

-7. What advice would you have for someone considering your
field or a similar position today?

S. What kinds of training or experience would be helpful to
the person entering your field mow?

9. Are there related fields I. should explore?
Other people I should talk with?

e
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PREPARING FOR THE INTERVIEW

SESSION IV
Handout .

4

KNOW YGgRSELF .

I '`.Think through your career goals. Where do you see yourself
five years down the road? How does this job contribute to
your overall career goals?

II Analyze your strengths and weaknesses. Make a list of your
strengths and weaknesses as a pre-interview exercise.

III Be able to specify the skills you have accumulated from your
work or life history.

IV Review your record of work experienCe and education that you
have sumbitted to the agency on your resume or job, application.

Be able to talk about specific ilob duties.

If you have been fired from a job, be prepared to state the reasons.
Be honest. Have something positive to say about the experience.

V Analyze your values. Willr personal values conflict in any
way with ,those of the agency?

VI Pin-point people who know you and your skills for references, -have

names and addresses of these people handy.

KNOW THE AGENCY/COMPANY

Research the agency. Find out as much information as possible about
th*agency and the particular position for which you are applying:

a) Read organization literature (annual reports, brochures, etc.)

available directly from the agency/company.

b) Check the business section of the library, the Chamker of Commerce,
and the Career Development Center for more in-depth information
about the agency/company.

c) Visit the job setting and talk with one of thiemployees. In

this way obtain personal in . -ti,n-aboUt the work situation.

d) Interview someone in authority (thvisor r owner) in the
agency/company. This will not only give y- ore in de information,

but may work to your advantage in terms of the inte iew/selection.process.

J

a
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Session IV
Handout

4)

I

e) Reread the job description. ppm the specific duties and qualifications.

f) Formulate a few questions based Oii:ihe above information that
you might ask the interviewer.

PUTTING IT ALL TOGETHER

Mentally integrate all the inforatlbs.yop now have about yourself and
the agency/company. See how your skills, past experience, education,
and valties fit into the needs and expectations of the agency/company.
Why are you the best per*on for eto particular Job?

Richard Bolles, author of What Color Is Your Parachute?, found that
people who experience a high degree of success in interviews spent

50% of the interview talking about. themselves, and
50% of.the interview talking about themselves in relationship 6D

the agency/company.

145
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PROFESSIONAL POSITIONS

Use these questions as a guide to prepare yourself for a job interview.

QUESTIONS MOST ASKED DURING INTERVIEWS

1.
1(

What are your future vocational plans?
2. How do you spend your. spare time? What are your hobbies?
3. In what type of position are you most interested?
4. Why do you think you might like to work for our company?
5. What jobs have you held? Low were they obtained? Why did you' leave?

6. Why did you choose your particular field of work?
7. What percentage of your college expenses did you earn? Bow?
8. How did you spend, youf vacations while you were in school?
9. What do you know abort our organization?
10. What qualifications do you have that make you feel that you

will be successful in yqur field?
11. What are your ideas on salary?
12. How interested are moufin sports?
13. Do you prefer any specific geographic location? Why?
14. How much money do you hope to earn at age 30? 35? 40? 45?

15. How did you rank in your graduating class in college?
16. What do you think determines an individeal's progress in

a good company?
17. What personal characteristics are necessary for success in

your chosen.field?
18. Why db you think that you would like this particular type of job?
19. Are you looking fora permanent or temporary job?
20. Do you prefer working with others or by yourself?

21. What kind of boss do 4bu prefer?
22. Are you primarily interested in making money or,do you feel that

service to your fellow man is a sat4sfactory accomplishment?
23. tan you take instructions without feeling upset?

Session IV
Handout

24. How did previous employers treat you?
25. What have you learned from some of the jobs you have held?
26. Can you get recommendations front previous, employers?

27. What interests you about our product or service?
28. What was your record in military service?
29. What do you know about opportunities in the field in which you

are trained?
30. How, long do you expectftwork?
31. How old were you when you became self-supporting?
32. Do Youlike routine work? '

33. Do you like regular hours?
34. What size city do you,prefer?
35. When did you first contribute to family income?
36. What is your major weakness?
37. Define cooperation?
38. Do you demand attention?

146
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Most asked questions ... - cont.

-SESSION IV
Handout

39. Do you have an analytical mind?
40. Are you eager to please? A
41. Have you any serious illness or injury?
42. Are you willing to go where the company sends you?
43. What job in our agency would you choose if you were entirely

free to do so.
44. Is it an effort for you.to be tolerant of persons with a backgropd

and interest different from your own?
45. What type books have you read?
46. What type of people seem to rub you the wrong way?
47. Do you enjoy sports as a participant? As an observer?
48. What Obs have you enjoyed the most? The least? Why?
49. What are your own special abilities?
50. What job in our organization do you want to/work toward?
51. Would you prefer a large or small company?' Why?
52. What is your idea of how industry gperates today?
53. How about overtime work?
54. Do you,like to travel?
55. What kind of work interests you?
56. What are the disadvantages of your chosen field?
57. Are you interested in research?
58. What have you done which shows initiative and,willingness to work?

INTERVIEWING YOUR EMPLOYER:

1. Do you have a training program? Describe it.
2. ,What specific responsibilities are trainees given?
3. Pat percentage of your management...

is a product of your training Program?
comes from a specific area or school?
holds a graduate degree?

4. What are promotional possibilities within your firm? i.e. where
can I expect to be Mb years from now?

5. If I joIn your organization and decide to change fields, can it
be done within your organization?

6. What's the cost of living and, the housing situation where I'd be
employed?

7. Does your company have any additional benefits such as cost of
living adjustments, employee group life and mechcal insurance,
company-paid retirement plan?

8'. Hoe does your company's size and growth compare with others in
your industry?

9. . What is your company doing in the way of public service?
10. How does your employee turnover rate compare with other cbmpanies?
11. There must be some negative aspects of the job you're offering.

What are they?
. .

*I!

# t. I

tt Ic

.1.47
1



INTERNSHIPS & VOLUNTEER PLAtEMENTS,

QUESTIONS MOST ASKED DURING INTERVIEWS
1

SESSION IV
Handout

1. Why have you chosen this field for internship/volunteer wok?
Why haveyou chosen this particular setting?

2. What academic classes have vou had that relate to or encourage
you to seek this placement?

3. What prior experiences have you had working in this area?
4. What have you learned from your classes andexperiences that

you bring 4th you to this setting?
5. How well dolyou aecept direct supervision and constructive

criticjs1n from peers and supervisors?
6. Whit do you see as the role of an intern/volunteer?

What do you see as the role of a .supervisor. of interns/volunteers?

INTERVIEWING YOUR EMPLOYER

1. What spealtpally are the intern's/volunteer's tasks in this

setting?
2. What kind Iff training is available to the intern/volunteer?

Who will supervise thp training?
3. What responsibilities can thevihtern/volunteer 'assume?
4. To whom is the Intern/volunteer accountable?
5. Is there any printed material that Will provide information on

the agency's functions and philosophy?

.

PART TIME EMPLOYMENT

QUESTIONS MOST ASFED,DURING INTERVIEWS

0 1. What are your qualifications?
2. What days and hours are you *enable tb work? 'pan you work tieekends?
3. Do you have your own transportdtion? .

4. Will you have any financial support other than this job?
. 5. Do you see any possible conflicts between ,your schoolwork and

working the desired hours2
6. How long will you be in school andlable to work in this position?
7. Will you be 'able to work during school vacations?

INTERVIEWING THE EMPLOYER

1. What are the working conditions?
2. Who will Supervise the work performed?
3. What are the tossibilities of this, position becoming full time?

144 148
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GRADUATE SCHOOLS

QUESTIONS MOST ASKED DURING INTERVIEWS

1. Why are you applying to this particular program? Why are you
applying to this college?

2. What are your future goals in this field? Ideally, witere do you

see yourself fiveyears from now?
3. What experiences, have you had that have encouraged you to
. choose this field of study?
4. How does your undergraduate, academic work relate to yout chosen

field of graduate study?
5. Questions specifically referring to that particular' program's

expectations of students.

INTERVIEWING YOUR GRADUATE SCHOOL

1. What kinds of backgrounds (academic and work) do your graduate
students have?

2. What is the average college GPAof students admitted?
3. What kind of financial aid is available?
4. What percentage of your,graduates are working after graduation?
5. What career plahning and placement services aye available?
6. What do you seeas the strengths of your program? What dot9ou.

see as the weekrsses of your program?

I

'S
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NEGATIVE FACTORS EVALUATED DURING THE EMPLOYMENT INTERVIEW WhICH
FREQUIENTLY LEAD TO REJECTION 'OF THE APPLICANT

1. Poor personal appearance
2. Overbearing,, overaggressive, conceited, superiority complex,

know-it-411.
I4ability to express Oneself clearly - poor voice, diction, grammar.
Lack of planning for career. No purpose and goals.
Lack of interest and enthusiasm, passive, indifferent.

6. Latk of confidence and poise. Nervousness. Ill at ease.
7. pvezemphasis on money. Interest only inbest-dcalar offer.
8. Unwillingjo start at the bottom. Expects too much too soon. .

9. Makes excuses. Evasiveness. Hedges at unfavorable factors in record...
10. Lackof tact.
11411 Lack of maturity.
12. Lack of courtesy. Ill mannered.

13. Condemnation of past employers.
14. Lack of social understanding.
15. Lack of vitality.
16. Fails to Iopk inter*iewer in the eye. *

11.. Limp, fishy hand shake.

19. Sloppy application blank.
20. Merely shopping around.
21. Wants job, only for short time.
22. Little sense.of humor.
23

t
Lack of Inowledge'of field of specialization.

.24. Parents make decision for him/her. 1 /
25.'

26.

No interest in company or in industry.
Emphasisibn whom'she/he knows.

/
27. Unwillingness to go where company sends him/her.
28. Cynical.
29. Low moral standard.
30. Lazy.

31. Intolerant, strong prejudices.

. o

ere'

.
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18 AliPLE THANK YOU rfiterT,,At,4Als1 OLLOYING ..XIORRY 'SW
.' -- -.,

lit"
*

14

/ ._ .,
. / 4 .It is., always im0i)rtant . to send a thank-iyou fetter '-to the

inferViewer or reorixiter rou, sPdke with at' a 36 interview. ..
This-letter should besent ,very ;Soon alter "titecdlitskt° .,. `' ;

This- is just one-stint:de. .
,

:_ trte' ' 'e
. . 4 '

i."

, v ..°
,....:,:.: .

:0..\

0 J

SgS SlON l'ir
gandOut

s.
' Name '14ttervfewer
Name of S.chool/Ftrm/Age'ncy
Address II..

i

Dear, . .,
..

, ,', . r
ewe

e :, k, '0
Thank. the 'interviewer for the' time spen't in the,. interview,
or for the opportunity to'infe'rview:

, . .,
o Mention, some item discussed in the interview to, help' the,

.interviewer remember you," Express your continwd interest
in working for the employer;

yqur adilrebt"
-iDate

;

4.

. ,
. P

*9 .
C i k . .Again, thank. you fps; .theime and consideration .involved iii

reviewing, my qua,lifiCatior4' fox -yoiii school, Sistri et/company .
I look forwa;d.`to; from, you., ' ., .- .1 t. .-

of

..

; t
*

.0,:kSiliceitely,
j 9

9'0.. T.
It: :''. - '. s; .

4, . \
Spaces for', iiihratatre, 1

"7)

',

10

'A -

your name

5.1

4
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TRAINER DISCUSSION GUIDES
for SESSION IV

The attached discussion notes should, e used to
pr4pare comments/brief lectures fo Session IV -
Getting a Jobe

As am option the trainer may also wish to distribute
copied of the notes to the participants. a

0,.
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GETTING A JOB

SCI N GUIDE

Job Campai:n Strate: es and Discudsions .

a

SESSIRN

14...

Provide an over ew otdoiaces that may be helpful
to Peace Corps vo unteers in a successful job
marketing campaign. Be sure to emphasize the,-
following sources,:

4". Newspaper helps- wanted advertisements
.

- Personal contfocss., f f
- Employment agiencies and search firms
- Referral .and infoimation interviews

. . . -

ad

.

Employment experts have traditionally x.ised job
seekers to dig consistently through want itisi ..

all too often, however, job openings are not advArtised, . .

and some-employers advertise on a regional and .

national level. . .
. ,

Lower paying jobs should be found more abundantly
in want ads, while the higher salarte,s/ve primarily.
in regional ant national media.

Good newspaper sources to consider in addition .
to local newspapers, are:

. .

- The New York Times (especially Sunday edition)
- The J..os Angeles Times . _

- The Chicago Ttibune --

- The Wall Street Journal (four regional editions tNA

*
,....,:i

However, only 8-10% of all available jobs are . ,. -,
advertised in the newsier.

.
.

.

..4n

V.:A
41:

The Weekly Review of Management ,Job Openings ' -i'z:
::0:.,

monitors job openings throughout the country ind
identifies practically all job openings in them "
$20;000 range. .

. i,

There will prqbably:not be one`.ad that will tit:'
the skills and interests of the volunteer'exaOttk
for this .reason, do not restrict yourdelf to,:: ..

those ads which seem to fit exadtly.. ...Ail/ ',
i

A safe practi follow in regard to salary.; is
not f5 mention sal y if the employe t does;n0Cq "

' 1 .1

1 I I
1

,
,

'11,1(

7;1:11
s..4;. s ...,/f.':
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SESSION IV ,

. ..03.-Carmiltign, 7 Dise_usSionAilitide -- Voht .
Of

. , '
/ . 4 . . \\,' s :.

ss, , .: . . .

0 '
,. .

:The g6herla Idea
. 1.0 No* avoid being icieehed-iout-

on; 'the knsi '"kii-Cant matters.. ''; ....,._:.-. . _,

,..,..s..- ,. , v
-

--;--

..
. . ,

With the ompetitioh fop jObs do great, it -1:#- a-
, toupd strategy' t6r the Vitiunteer to. Olan'.'an-,-ad-

, ,/, follow-up camtai0 to place yourshame lir greater
. context 4' ... 1 '

0" A ley, point for the volunteer to eniembAr is-that.

^

.-- tbe,succek-si rate with want .ads may be 1pw due to ."
" (. the keen"..elolooetition for jobs.*

0.0
,Theresis truth to the statement that, "It !s not

you know littt who you know"..

,'" approach. to u ihg job'
to wait until other approa

",eanVaign are well underway:
r

. '

ntacts is
job Marketj.p.g

1°-
r %

p g discriminating taste in selecting the perben;al.?'
.` bOulacts that have more potential may be important.4

:j...,=(1.,i-,/.'... ,,,c,..,-- '..,',,"!,:i 4e--sachieve positive results. , , V

rt 5. :' ". .'' 0. . 1.',1' e .44 .. ..1 . . y .

S : :: I i ?" : ;;..:
''' 1 '..: : '. . ' . I. '

=owing strengths and successes-and having a
.. ,-,,,' -,, ''/,. / ,..i! _.,- 41'(:) g -resume enables the -volunfeer 'to be clear
;:i-/.:', .%; .4 . .. (. ...; ., in. e approach to a 'pertohai contact.

,--1.'. ./.4b,---.-vi --,..f - ..- . .

,. , ...,....:,
,-;. ..., ... , -., -.. .depending on the job -search goals of the v6Xunteel.:4

w':% ,
.4. .

iv? - ,

`;'us. an .agency 'or search firm may be An op '13 .

'1.

ce 'dorps voluafeers may cq.liki.der using agexic,ies
.need to remember that:Igehcies work' for ,employers; "

And; take leVs,pers9nal iriterest in the job candidates. ,.. ' 11/4%.'

A
hunters or executive search .firms. primarily k

! .In taAiness managemeitt

volunteer may. wish to use o
!...:,:.-titiarch.'sdurcesKinitially before thinking

i?t,flue search. firms',

. . s, ,

--; rtecruitment lor-posit.ions overi$30,;012?,

r job
Out the

,

. .

...t.,..-'..A-tesii4e.ommon but Vy' far less used approach to i
ing- As ..the referral and inforMatiott,intervi1mi ,

=.- us Oct .to S'eei4 personal advice from someone who is
;',sticte:OeftiVin the' nen or who has extensive contacts. a

:
a, 'r This 41-,iproi*Ah customarily 'involies a letter or a

:ption.* dill,:to, the R iswhich s Carefully phrased
: and .sheivis. respect for them as a resource, an then

, r /
!. , 4. ':::': 0 '

1 liy :
... ; . - -4 _--r

. -4a 4. , 4)
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JobCampaign - Discussion Guide;7 Cont.

SESSION IV

appeils tor their personal assistance in. your it

iareer.decision-making process. A. resume is not
//usual,li included with the letter: A telephote-call to,

confirm the appointment should be made one or two
/ / days prior to the appointment.

/*J. There is one major factor with thiE option: all
parties must be clear on:the fact hat this isnot
a job interview, n4r is it'expected to Meld a.
Ask.

i."*.

. .

: .

. ;
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interview ks follows:

. -

Interviewing is a 'unique communication process

utilizing certaintechniques
towards a purpose

arid a
specific-ouicgme, The structure of the

Vettions during the interview may be open or

closed.
.

.

The major objective of'a: job interview is to commute

:.4ne jexperience.into a job offer.
,

.

.

r,
-SnciedS$41 interviois are led by the applicant

who deontro/a the direction and flow of the interview.

. .

. .

A 'Phases of the;:ii-cofyievi are

\ \i ,.. ,

- iktroductory-,- ._:% .,
-41i ,..L-AeltelOpmentaXT,'234-e 2 . ot. .

. -.Sdbmary (wraprlap).y:':,..
6 . ' . , 1 . ... ,'

. . e

The introductmt'Phise indladei clarification, a

statement of purpose; settidg expectatiainS

;.% C
. . (may not be state41,andilistening and observing.,

-
s

.-,

,Tne .develovmentalphase-lhcludeslybrir
exPerlences;

,:.,;:-..
tv-If

:
education-oatly'yeark, preseht-nptiyitles and Interests,

. .

.-4 '...:A.! - The su:nitCy phase is a wl.nc142up 4t discussion ,,:

-.

summing of.: and weaknesses and Oloding
.

,- - . .

:sg-A.,.;, ...,.;-. remarks.
_

.... a.
.

- .
. A . ; ..

"r PFAIA.: ;.' : . .

... & m

. ..

..,0-:,....1-:, - Preparation fof-the Intervjew.Should "include

-0. , 10the' fcalowingt
. ,

. . . --...-

.

.
'e

, .
Utilize reference iatekial-tto,Obtiin specific

- .:job infOrmation.: ,Ifyou kndirthejob title,

-
look,up tasks in, t] Dictionary of-doeupational

. fe Titjles (0.0:T:)and job, requirements.

. Db not hes4ate;to-call-the plit#er, Business
-"

Bureau to procure'infOrmatiOn odthe company's,

.reputatiOn.1 Anoi-the,organizitioes size,

backgrOund and type of -work. .

- Obtain literature about the job. Cal a person

who.tas'tfie same j9b c ty and find.how

he/she views the-pCsitldh.-

Review your resume,andl* ground carefully and

,ommit relevant .information to memory:

Be able to communicate:a solid understanding gf

your previduk, Womplishments.

;`G 156
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Interview Discussion Guide - Cont.

SESSION IV

Applicants should confirm and check the date, time
.and location* of the interview. ,Being on time is
important; arriving too early could gyde the impression
of over-anxidty or desperation.

'Modes of dress are also very .important. In general,
post people do best by dresbing conservatively
and trying to appear as'relaxed, neatly groomed
and successful as possible. RemeMber, your clothes
talk for you before you open your mouth.

Develop a positive menttA attitude about the employer,,
demonstrating this,during the interview.,

- Think like a worker. (Alter words irep resenting,
c your thoughts to conform to the organization's

thinking).
- TeaM spirit i§ an impo#gpt attribne ofo
prospective employee. Pre-think answers, to
interviewer's questions by considering the team
good before the personal good.
An employer desires an applicant who is planning
a long career with the organization.

- Begin to ,formulate responses that speak"to
your good character as well as to the information
required.

Other points to keep in mind are,

- A good interviewer attempts to collect unbiased
information. You,will do most of the talking.

"'Answer all questions accurately and to the point.
4 The interviewer may question what you've said.

He or she really wants to understand you. Don't
back down on your beliefs and statements
(consistency is the key).

- Let-your backgrdind and accothplishments speak for
themselves. Interviewer is trying toicompare
your capabilitiei and interests with job
requirements of the company.

The interviewer. is looking for

- relevance of work
--sufficiency of work
- skill and, competence
- adaptability
- productivity

motivation
- interpersonal relations.
- leadership
- growth and development

.4
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Interview - Discussion Guide - Cont.

SESSION 14

Therefore the volunteer should anticipate these
kinds of questions:

- Why did you join Peace Corps?
- Tell me about your lob there.
- Things you liked best or least.
- The most difficult problem faced.and how it
was handled. . ()

- What you're looking for in a career`
Way of dealing effectively wit IS ple.

The interviewer is looking for, in ems of education

- relevance of schooling
-:sufficiency
- intellectual abilities-
- versatility-
- breadth and depth of knOwledge

Some things to avoid during the interview:.

- Do not volunteer samples of your work unless
requested or unless understood initially;

- Avoid criticizing past employers or Peace Corps;
- Avoid holding interview too long or staying

around after it has ended;
Do not feel pressured to take a lower salary than
you are se &king;

- Do not accept a job during interview, but take
time to think it over.

A response after the interview is very appropriate
in which appreciation for the interview is expressed. ,

This also gives you a chance to reaffirm the strong
points and restate interest in the position.
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Optional Exercise: ROLE PLAY PRACTICE INTERVIEW

(Total Time 75 min.)

Overview:

This exercise may be used in addition to the diet scion

on interviewing. The role sketches provided may be the
basis for roles participants play or you may wish to
develop "spontarypous" situations using those the participants
are likely to acounter in their job search. Whichever role
model is used it is important to use,the observation
guide provided or to use other questions at the end of the
role play to highlight the major points to be remembered.

.Procedures:

Open the exercise by telling the group that they are
going to.practice an interview. They will each have
an opportunity to play the interviewer, a-Peace
Corps volunteer and an observer.

Divide participants into groups of three and assign
space. Each group will decide who wil.1 play the
characters in the first role play.

Instruct participants that:

- Interviewer and applicant review the situation
-description. The materials for the interviewer
and applicant are identical. In each case, assume
that this is a first contact.

- Observer must review the critique sheet and the
situation description. Each group will complete
the first role play in 5-10 minutes.

- Each group will take about 5 minutes to critique the,
first role play (using observation sheet).

- After completing the first role'play'and critique,
each group will shift roles and complete the next
role play. Have each group do at least three role
plays so that every grout member has a chance to be
an applicant.

processing the Role Play

It may be helpful for -dm-trainer to use'the following
guidelines when facilitating the debriefing:

Iklal with feelingp, both during the experience and '

.r ght now.

What did you observe about the process that took place?

159
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Optional
AN
Exercise - cont.

- communication styles and patterns
- nonverbal behaviors
- congruence between -verbal and noererbal

statements
- what helped the process .

- what hindered the process

What can we generalize from the eiperie e?

- implications for personal style
- implications for interviewing strategies-
- personal learnings

How can I apply what I learned?

- Are there haviors I., want to change? Willmj .

.
. change them? Why? Why not? Are there intgrviewing

strategies need to develop?. Why?\Why not?
..ci.,

Note: Rather than diviegg.the group into triads, trainer
may con duct role plays in large group setting.

.

During these demonstrations focus 'should be on
applicant and his/her interviewing strategies',

Summary

Briefly review the major oints about a job
campaign developed during.the module. Ask participadts
to share any learnings the are willipg to discuss
with the group. ti .

6

t
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Optional Exercise - cont.
1k.

SESSION IV

3

ROLE PLAY SKETCHES: APPLICANT.,

#1 Your ultimate goal-is to obtain a Ph.D. However, yOu
have decided to seek emplo went to finance your education. *
You arranged this ,intervie based upon a newspaper 1'

advertisement that sounded nteresting. You know nothing
about this organization and are seeking information.

,1
.

, .

#2 itou are extremely positive about your Peace Corps experience.
You believe that your two years enabled.you to grow'
personally and professionally. You feel very strongly,
that you have skills to offer to the "right" organization.
You want the job!

. . , ,,

#3 You have t4en unsuccessful in earlier attempts to seek
. emplOyment. Although you still have some funds saved,

things will become difficult soon. 'It is important that
' you obtain a job. You are particularly interested in
- this organization but feel unsure that you have the
appropriate qualifications.

#4 Thu want to change careers. You are knowledgable of
the organization since you have done research and talked
to persons already employed at the agency. You feel
that while your skills and experience are not exactly' L -

what was identified, you have great potential. Your
commitment and energy is evident during the interview.

0
#5 You believe that your Peace Corps service was one of the

jrighlights in your lifei You were referred to the agency 4

by a close friend, but:il-e not sure that you 'really want
° the job. dn other words, the ages must meet ur

standards. You are assured andPconf dent and s ele to
get a sense of agency expectations. '

, .-

.. ....

4

V

161
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Optional Exercise - cont.

-199- SESSION IV

,ROLE PLAY SKETCHES: INTEIMIEWER

#1 It has been a long day. You' have already interviewed
. eight people for the position and have not been impressed.
Based upon your cursory review of the Ilext applicant's .

resume,you are skeptical that he or she can do the
work. You definitely need to be convinced.

#2 As an interviewer, yOu are very precise and efficient.
Your primary interest is skills and technical k owledge.
Your interviewing style can be characterized as being
aloof and uninterested. You have very little knowledge
about the Peace Corps but personally believe that it

0, iq4a haven for radicals.

#3 Your interview style is comfortable and informal. You
believe that "personality" is as important as "skills"
in potential employees. You prefer applicants ,to
"sell themselves" Father than respond to your questions.
Your favorite opening statement- is "tell me aboUt
yourself."

-.#4 This is the first former Peace Corps volunteer that'you
have interviewed. YO curious about the applicant's
experience since you 1011eviously thought that Peace

$ Corps was no longer functioning. You are extremely
supportive of the applicant and ask facilitative questions.

#5 Yoehave-reviewed the applicant's resums and feel that he
or she is not qualified forithe position. However, a
-personal'friend has contacted you and arranged this
interview. You are polite but cautious.

162 .
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Role Play: Process Observation Form
. .

I) WHAT WAS THE CLIMATE AND TONE OF THE INTERVIEW?
_ 4

2) DID THE APPLICANT CLEARLY STATE HIS/HER QUALIFICATIONS FOR
THE JOB? IF NOT, WHAT EFFECT DID HE/SHE HAVE ON THE INTER-
VIEW?

IN

. ..

.3) IN WHAT WAYS DID THE INTERVIEWER CONTROL TH ESS? WHAT
IMPACT DID HE/SHE HAVE ON THE APPLICANT? -..._.."-- i

.,

-1

4) WHAT TYPE OF *AGE DID THE APPLICANT PRESENT DURING THE INTER-

.:- fi;
.1, .

e

VIEW?.

,
I .

5) WHAT NONVERBAL BEHAVIOR DID THE APPLICANT EXilIBIT? DESCRIBE;
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4

b.
Role Play : Process Observation. Form (continued)

JI

6) WHAT PROBLEMS, IF ANY, DID THE APPLICANT ENCOUNTER DURING THE
INTERVIEW?

7) WHAT BEHAVIORS EITHER HELPED OR HINDERED THE APPLICANT'S IN-
TERVIEW?

r

4.

1'

k1,1
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SESSION V'

REVIEWING THE PEACE CORPS PROGRAM
10

-

Total Time: 1 - 1* hours
0

Goals:

. .

/ To Trovide staff and PCV's to share their reactions
regarding the effectiveness.of the PC progrr
in the host country'

To genAate a list of improvetnent needs and areas
of satisfactign with regard to several PC program areas.

f
Overview: . ,

...

,
-

-The purpose of this session is to give PdV's and staff ir
. .

.

. an opportunity to share ideas that call be used to maintain
the aspects of the-Peace Corps effort which are working

lt 'well and to strengthen those areas which need improvement.

P
As matey staff as possibld should attend this sessiona

so that they may lave the oppOrtunity to seek clarification
w of all points; detonstrate the.intereq in feedback from

the PCV's; and tilikvide PCV's with commenttregardiffg .

their efforts', a 1 4 participante.
.6"

If staff-ixollAnteer relations are less than uposItive"
. this exercise may.bp anxiety provoking. As a matter
of fact, even if staff relations.are positive it may spark
some apprehension... It is'importanfto assure all participants
.thatiNthis is not a "dinnpirg"Aession. (i.e., the /olunteer
and staff arenot goingto spend an hour "bitching and
moaning" about how bad itis.) It is rather the beginning
of a problem solving effort aimed at maintaining and improving
the "way Peace Corps does its work in- country. Key to
this effort is having information that i%i useful as
feedback - meaning that it is presented in a. way which
clearly describes the.needed change and avoids blaming,
personal att*k or negative anger o bitterness.

Exercise: Reviewingithe Peace Corps Program.
,L.

Materials: /la ciiari
,

and penS - one for each six wdrk'groups
.

,

. . 411

1
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Objective: To provide a metho
to share ideas about areas
areas for improvement of

Overview:
.

Thentionale for s -exercise is "kik .prov,i'de*.7::-::: 1%4: *:

structure helpful to t mprovemenf, of; PeficeCorW'..,
programming, administration, aii-d Vol,uptier 'svppo.rtief 4

vX

:/. ; /P; /
, 7 ;if,/. cc, . :'; :!4:efor" sifigpiifeersfe,hd!,0-4affl: ,*

o Sat
Peace Corpe-tprogram',1.4,-

-;'1

ix-country . Key to the sticcess--ot, "eXereise.' L.5-4,114.
.

the volunteers and staff ivtio'patticipate'":must
motivation - to help ari4 to improve.:.

- .: .
rocedure

a3.6 :sktarg,.thi - ;,
". l

Time :Activity -- :
-

Introduction ' i. ' Int rodue.Q.-the e'lc61se by_ sharing ":thkr. - -,. --.'=--."-:,'''.:,...,--;-

t, _, .. _.

5 min.. goals and exPla.ititag:-ra,tionx.le.:,,- iii--adslitioii-'-- "---,... S'
-....--. . - .--.:-.-,_,-_.

. . .. to sharing mtstjor points Of-. ;the . se-0,ton .` -. . -.1...-...

. - information -in . the s,pt*iZt-At'ivoisking -t.civi d*,...,..-- ` ...°-_,
...overyie*,Aigd"-the linportattaeol gi(nfri_rs-4. ''-':-...,? 1.. -- .''..r:

*----4t the improvient .of PS ih.ther4Orei,erapba44.10
thict''t,h14 is tlig-, begilThing :.of,7-tha-..i...4..m.progeinen......
process -7:the eitd of whjtch may 46i":1*Zseoli,-:-.:.::., "*.----,.-_:., N. ..,-,,-
by -Ole, p0.*ticipalits., 4iAce-4..b5C.I41-1 be . :-,....:,- -.'"-- _-'''. -':
leavihg'. .- *Nrr--.--. "' -- .,.--i.J- ,_ .........,-.

,,A,..--- --,
-.. , .,_ _ ..,.... . - - -y -. ,.--.-r'..
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-........z.t.
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.5 :min 1 ,.:-...z..., : - .-0,. r ,..
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....., .. . ... 0..-f.t

.. 1.
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.
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-SESSON V.

$xercise - Reviewing the Peace Corps Program"- con0.

4

titian of the :program/6tdjects in-- country.
Suggestion may be given with regard to
what the stiff,should or, should. hot be '.

doing to. support the'volunteer.:
,

- Role of- the Volunteer: this area should
discuss improvements in the way volnAteers
approach.their,PC/assignments and thb
responsibilities attendant to it.

AgenOrrefations: suggestions/comments'
about the work PC does, or need to 4o
with local government agencies (on '

national or local levels). This area 'may,
include recommendations for new contacts
or people with which to maintain contact
that has been established by a curr9t PCV.

- ',New Initiatives: suggedtions for new
projects, expansion/modifications/contractions
of existing program. This area may .

also include comment* re ard/hg the generil
programming effort.

4

. N
:sr .. ,

..vril: You may want to a k staff to work . ,f .

in a separate group and tá work 64-two .
of the categories - "Role of VoljInteer"(ap*
"New Ihittatfves". .

; ':''. 7/ ,

V

r

., . ./ , ,
., I ,

. :'-1 ..;*N- / f,
$ : .

. . . , -, '1/ 1 ' -
.1

. f

Break into 'illilridS participants into siX r UDS 1 e -,,f 4.-

Work Groups -i'. s 6 one topic to' each group.'
, .', ,

, , . *A, L 1.
; I r .1 k

A ,... 1:,:: 4. ,./
,SmaX1 group ". it, Gii0-the ollow14* forma t!/wiyie4:the

t

, . /no
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) ..4
Exercise.- Reviewing the Peace Corps. gram - 'cont.

. - . , ' t ,
A A :

5. At the en'd o thirty minutes' ask
participAnts to post flip charts on the

- .
- .:

Review . ..6. Ask participants to walk- around room'
5-10 min. . to review ea.ch set of reports ana note any"

which. they would like to have explained/clarified. .

.20-30 min. 7. group discussion! In conductlpg
the tdiscUssion keep it focused.on the
information that -is. being presented. nere
is not eno-uglr time to discuss And resolve

all of the issues listed. Rimodrage t`' )
addftiottss to the list. Make sure that '
ail, statements are . clearly stated and 44dequately
`explained so they will be useful to those
responsible for implementinx.the ,suggestions:

4

.Summary
10 minutes

Lgt\'

4110

. .

trainers .Notes:'

8. Az a closing question ask the grodp to
give a',respons.e(s) --to the following:

hat is the,.most.3.roporfant message that
this :group would like to leave PC/
with regarchto iiprovendats. and
2) titibfaCiton?,,

4

1... Duri4g. the "smill gro,up *York and large group didcussionS
-,,don r.t. 2.et -*I .:01 ple get bisgge'd dowh.pn one .point . V; Keep_ ta, .

diseuss,i9n.1911.pg.. The..goal, 4.s ,in- genex'Ste4 segozamriclat4oile
not., msolnre...t1101 en tqery. , .if Someone* Spells to'be. stuck on-

It
Olt *tint :Idu.laglit 1.sk than to state ,01;sarly,s,"tilia4t is it4 4

$1.)1.1 .1vaiit*.to. 4tilptstaart;*trelless.:etut,7 . ' .:, *. \'.; : \ \
. . 1 ,

.., iv', ....11":'ilijne:fs. iiiiO4-kitel:.#tQ one Or stito.,..o . e 'topics 'Tt

.- .

anct::.hav,,lewer-gi'oup.tepOrtai "Other tapes more r evant ,...
to, a-Dpartieulsr Country Situation may 1* substi ed AA--:..- ' ...- --r--, -.".V.

c .. .

aptt"topriite:-' 1.
. ..- . 4 %

*.S.
' % ..,

i k;:. . ; S I ' 4
. e ' N,, ..

1. :. t% ,
, %, . s.

.

.. .

. ..... . ,: - .' 4 S
S

.. Al.
\ 6": "... N ' :'

" A ... ' "i 4. 3 e ..'.0-. %.

., %,.. . % , ,

;, 1 ,
. ., .' .. ' . %

- ( l N,. ; N.- e . . .
- .4 7!,.

' I.' ': .n '0 . :'
. 14:

. *. .. e

t. . a.

...'i...., . .. . t ,. \ N :
N '% ./. 1 4' .

'5..2'. %

. .AK ,.,\ c ' \, '& ..:::1, %I.

. I. t I I
.

I k... ''.._ 7: . a 1. . ".. - ,

.(""" N :!'.., .0". V
..ts% , I. V

.

.:0°-$V'- tVt ;:k 4::
:. n I ....:. ' \a Nor:-I .: 'IA-- ':::* ' ' '" ". \ v. .,..

,,,-;-..s.x.t . *i., 1 -:,: ..-ks. t .;,. 1.- ;" .. t..v., . I. ; s. . N \:,

1-

.4



4t

I

to

w.

SESSION 1/I,

.

ARING for Mt-ENTRY -

it

"...

"7.

I

/

e

.a

4.

4

4

f

a

I

II

4

p

e.

f

a



a,

S

62137

sEssibil VI - PREPARING for RE-ENTRY.

Total Time: 4 hours 25 minutes

Goals:

To assist volunteerd to identify their individual
expectations and assumptions about leaving the host
country and returning to the U.S.A.

To ftvelop strategies for preventing and dealidg
with problem of re-entry.

.

To develop responses -useful .to implementing, .PC
Goal #3 - Develdpment Educatiori.

Overview: .

.

-This ,session is designed to helpvolunteers look at
the leavingyrocess and begin to plari for the "re-patriation"
to the USA.

' A.

, The session should be introduced asa Problem Resolution
.an Prevention workshdp since the focus will be on anticipating.
,re-entry Ooblems,and developing strategies for preventing
or dealing with thdra.

:
.

, \
.

It is impbrit to remember - and emphasize -"hat leaving '

N . b

is stressful and that stress is manageable. Much of the
stress that occurs, is based on fantasies of what,it will be
like to be home and .how "different1%.

In ")

volunteer perceives

4

, Dim /herself to be (See Handout:D6ing Yourself n").
4 6

b ,
'.In this session volunteers begin to 6onsidet the range

of posdlbilities of what it,will-be like when th4-go'home -
the positive and.the negative, This includes 'a close look
at the volunteer's expectations and assumptions about going
home and -how those assumptions may, in fadt, eftect re-entry.

Again it will be impoftant that the PCV realizes that
the skills deeded to re-enter ille,U.S.'culture are precisely
those that 'they needed to enter the host country cdlture

the difference is that now they've had ,two yeArs'of practices-
and that they may be less patient- or tllerant with the

- Wirmities.df "home" than of the post country.

Exercises: 1. Guiaed Fantasy: The Trig Home
. 2. Moving. On - Se$tence Completion

4. Educating the
3. pncerns/Problems/Rxolutions - Problem Solving'

Folks ack HoMe

.k
Mater&als: ."Moving pm" exercise, "Doing 'Yourself In.." and

"Ten Minutes Out.." Handouts; coat of Arms and
Volunterl in Development from Session II

4 t 1714 41,
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EXERCISE I - Guided.Fintasy - "The Trip Home"

Total Time; 25 minutes

SESSION VI

Objective; To give volunteers an opportunity to locus on
$ their re-entry and to get in touch wit some

of,the pluses and minuses they,may hale in mind
-regarding. that experience.

Overview:

The guided fantasy requires that participants be able
to'relax and spend a few moments with no distractions. .The
person who facilitates the exercise, should speak softly,

, distinctly and slow2.y,.playing on the vowel sounds.. Allow.
plenty of time between the "pues". Allow participants
time to visualize each cue bb fore moving on'to the next.
At the end of the "fantasy" allow a'few minutes for people
to "come to". 'Some may also wish to briefly share their
experience with someone else - but those who wish not to ,

exchange comments should be given,the option topass.

The fantasy should take them back homeland "show"
them some of the situations, they might face upon re-entering
the U.S. It should hit on situations of the'pace of living; *

cost of living; meeting neutral or uninterested friends and
family; Materialism; as well as "minor" fketors of life
i.e. waiting ip lines; supermskkets; traffic, etc: It
should also highlight getting back to some.good things%
,-If thetriiner is a former volunteer she/he can draw from .

her/his own experience to describe "scars ". 'A suggested --

Script is given below and should be expanded oraltered.as
seems appropriate for the participants needs and trainer
style. Using a soft tone 'of voice and, Speaking slowly, .allow
plenty of time between cues for images to form.

Procedhres;
,

Time.
, -

Adtivity.
. .

.

Fantasy 1. Before the session,rehearse'out-loud
10 min. the script you intend to use, Practice

a the pace and tone of your presentation
. so that it will achieve the purpose. 4

i. 2. Ask participants to make themselves
comfortable, (put away materials, penS, etc.)

.. It is best to have participants lie'on the
floor. But some may wish to.just relax Xn

b their Seats.

..

4 172
'a
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Exercise I - Guided Fantasy - cont.

3. Spenda few moments getting participants
relaxed:

Just relax...take a deep breathrelax, take
another deep breathl..hold.it...let it out slowly...,
imagine the tension in your body escaping from
your fingers, feet...just let it go...clear your
mind...as you relax picture some things in your
mind...your favorite food...a specia,l person...
whatever... 1

Now, I'd like you to imagine that you're leaving
,v (country) and going home... imagine that you're
on the airplane...you look back down and you
remember the good times...and some of the hard .

times.. .0124 you wonder if you'll ever return. 'Think

about what it's been like...what things do you
want tp remember...

(pausq.

The plane trip takes several hours and you
spend your time thinking about-arriving back home.
You think about who'll be, there to meet you...about
the friends/family-you want to see first...about
having that "food" you've missed for two years...
take a minute to get in touch with what you can
expect.when #ou get home.

(Pa e)

Now the plane, is ldnding in your hometown. You're
in a hurry to get off and see your friende/family.
but there's a line - a long line - just like in
(country) : You" wait...finaily the line moves and
you're walking toward the area where your family will

0 be waiting...but no one is there...nobody met
you! You waft 20-30 ndnutes and finally thOy come.
You exchange hugs, Kisses,; and giyetings and proceed
to thb car for de ride home. Mt feel good clout.
being 'home, jiou have so much to telt everybody.

(pause)
0.

As you ride in the car, everyone talks about how
excited they are to have you home...they point out

,1 P3

I I

t.

4
4 t
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1 "Al
Guided Fantasy - cont.

piscgssion'
Large Group

. 10 min,

lb

r

Transition

ti

the new shopping mall - the *largest in,the area,

has everything, everyone Mirka it's good...
someone remarks about the new furniture they
bought. :that, you must see... someone else remarks
about the weight you lost tir gained...occasionally,

they ask "how was it?"..."was it really like you.
said in your letter?" ...the conversatch goes
on. the traffic is heavy.,.. ,

a

(pause)
4

Now, slowly come back to this roomremembering
the feelings and thoughts gou had on thie "trip".,
.When you're ready, open yia,r, eye?:

4. Discuss telctionsfand feelijags. What
were the high and low points? 'How do you
think you'll-rertet when you let home?

5. Bridge discussion into the next exeileise
on leaviqg an re-entry.

All theee reactions are. part of the "leaving and
re-in:It-T process" you're fang or will be going
through. There case several ways you might be
thinking of managing this. pligoess and we would

like for you to focus on thole' in the next exercise
' called "Mo?ing On".

. 4 a4

. ,

t.,
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EXERCISE II
4

Total Time:

Objective:

- MoRiney On

60 minute;

To provide a ,structure for vol rs to begin
thinking, talking'and planning ab t leaving
and re-entry:

S

SESSION VI

The purpose of this exercise is to get participants 41

to focus their thoughts:about leaving and re-entry, The'
imades from the "Guided Fantasy" will ssiipt them to respond
to the se*tences provided in the exert e. .This discussion
will then form the.baait for the probl m identification and
resolution exercd.se which follows.

Materials: "Moving On" han out

Procedures:

Time. Actilaty

Introduction 1. 'Explain purpose of the exercise.
.

/
Set-up . 2. Ask participanti to pair up with someone
exercise they know well.
5 min.

3. Pass out "Moving On' sentences - one.
o

sheet per pair. Explain exercise:' A

t'Elcereise
. 30-40 mins

This is a sentence completion exercise which uses
free association in which yawr partner wilt read
the beginning yf the sentence and you will complete
the sentence saying the first' tiring that comes into
your mind. Youin find the images _from the fcoitasy
useful in giving your responses. About half -way
through the- exercise. you should Vitch roles. anrgive

:your; pander a chame. tb respond to the sentence
completion. Then switch vain and complete page 2.

' in the same way. You'll have 30-40 minutes.I

Ask per don now holding "Moving On"'sheet
td begin reading the sentences, giving time
for 'their partner to ,respond before going
on to the next sentence. e

Timi Checks 4. The trainer- should give halfway and
last 5- minute warnings to help keep people

/"1 ii7.1

V

. 4

.

F



-218-

Exercise 11 - Moving, On - cont.

. .

SESSION VI

^

46

on the task. Digression into dismission
triggered by specific statements is very
likely. Make sure both partners respond
to all the statements.

Summary 5. As pairs are discussing,1 put each of
. 25 min. the following three sentences Qt1 one sheet

of flip chart paper.
- I think the hardest part of going baek

for me will be
. .

- The most stressful part of leaving will be.....
- When I think of returning home I feel

When the pairs are finished, in the iarge
group ask individuals to write their responses
to those three sentences on each chart.
After they have completed this the-trainer
should review list and summarize.

As we Zook at these lists we can seethe problems
we ontici;pate in leaving and returning home.
We can also see the mixture of AeoUrwl there are

# about going home. We each'l.eave and re.enter with
feelings, _fantasies, fears, and ideas of what we
could or shoug have done and what inthe future we
think' we will have to deal with. As Le continue.'
with this groom we want to begin to look4e4kMre
strategies t$e Can use to help ue =lap Ake anxieties
of leaving and going home. In the newt exercise'
we're ping to develop som9 ways tosfrepliond to the '

problems we anticipate in tre-en

' Handout 6. Handout "Ten Minutes Out". Distribute this
"Ten Minutes now if you are at a break and ask Vartj.cipants.
Out" to review. Ot erwise you may wish to distriVitte

at the end of ereise III -"Re-Entry
Concerns..."

L

176
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10 -

EXERCISE III - Re-Entry Concerns/Problems/Resolutions

Total Time: qo minutes

Objective: To'develop specific strategies for responding.
to some of the concerns or4problems volunteers
antidipate.in the re-entry process.

Overview:

With the exception of a few introductory' remarks about
re-entry and the sharing of personal experience the trainer
should. avoid "giving the answers". It is. important that
volunteers realize that they developed the strategies from
the skills they now have to respond to "nee situations.,

The close of this exercise shouldsummarize he main
points of the article "Ten Minutes Out - For Tho e About
To Return Home" and review the'points in "Doin ourself In".

Materials: "Ten Minutes Out...."
"Doing Yourself In

Procedures:

Time ..., Activity . .
.

.,

-4. '

i

,

Introduction 1. Introduce\exercise,by bridging from
Overview previous exercise (see suggested statement

e
10 min. at the end of the "Moving On",exercise)

Additionally the following comments may be
appropriate.

t

'

From the exercise "Moving On" we found: summaris

the results ('i .e. "Returning Rome" sounds
people are ready to move oh; some are sad nonetheless)

We would like to share a few things aboui the leaving
p rocess and making future plans;

You are go ok to places wfiich maithave changed..

You ar gotng back also aka p4pson 'has changed.

An important part of that process is looking at
what is ahea' orvmd behind you - you will be
leaving one Iwo speciat'host country friend's

as we as Olt friends, many of you be leaviag

, expe that have been positi e for you; there

may be unfinighed work, e. g a report you
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Exercise III = Re-entry concerns ... cont.

.

Identifying
Possible
Problems

SESSION VI

.

meant to writebut'didn't or 'the trip you intended.
to make but never got to. It is important

Ito, put these things perspective.- taking time
to say goodbycgoi for that last meal at
your favorite eati ce - taking the tire to do
the things that ar important to the leaving prboess

It sometimes may appear to some of you that there
are too m&ny decisions to make - and even small ones
may seem big to you. The resultoay be, to
feel grouchy,- to' "check out" before it is time
to leave' and /or to get annoyed at the way things.
are going. You ma)j\find yourself getting angry.
and ready to lease, even before it is time to go.-2

Facilitator - you will Upand,on the notes
by referring to the handout, "Ten Minutes
Out - For Those About' To -teturn. Home - Some
Ideas to Prepare You' for fie'- Entry."

2. It orde* to focus on. the reentrzprocess

We want to take a fmeminutes to ref le
concerns about going'home. You may recce

or articles in the Volunteer maghainefr
Volunteers where they describe some of t
in readjusting to family routines, 'gatti
into American mature, re- establishing social
relationships and finding a Job. Sake Of you may
have had the opportunity to go home-for leave and
have'thearefore expirienced the re-eetry prdoiss.
The concerds related to going home are very real:
I'd like'you to take about 5 minutes now and jot
down in y4a. notebooks any, concerns hat you ban

think of that relate to yoyr retuu home.

on- your

i letters
m returned, #

it difficulties.
k

S.

Whole group shating on
solicits a list of 'post
the group, jotting,_each

1

.

ewspri te 'The dtrainer'.
b,e concerns from
own On newsprint.

Let's take a look now. at some of the o oerne you

have come'up with We'd like to make mist of all.

the possible colcorns.

Accept any and all concerns and them don
on newsprint.

;:
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Exercise III - Re-entry concerns .... - cont.
. 4 . ,

,

O

4

'a-
., .: Strategies

min .`
-

.10

) t

, 1

.SESSION VI

`Examples-from prtyioug workshops follows.
Do not.expect your grou td_.pome up. with
*these. NOr is it necess 1'b. add peny

that dop't"Occuropontane uS

Re-establish .friendphiPs*
JobiploIe tolive ' .

How to "meet other PCVsfmaintain contacts
Choosing a lifestyle.

,

Making newefriends
Chinese food where? .

ririb;'47.

Losing PC- experience
Financial - expensive

T. at
v.

-

a.

41

_

..

eP

.e.
s

'Being responsible foryourse1414, .

Parentalffriend 4xpectatins
Weather
Culture shock
Opportunitgideficit
Not being alacial
Boredom 4'
No one: caring about you.
Dealing with. o ,pposite sex
Different values
Two years behind
Materialsm

.EXpecied
10
to be expert on-host country

1 e

4

M214 a loa at the listpu:fust demaopeciand.
write &bosomy additional commrrnscwhichare.

.. real fagouaiyou thinkorgolng back.

3. ptrategiesfgesponses (Prepare list of
.

categories-to be discussed before session)
. ,

. .'

Using 'Mei i. problems as an.example we see that ...
the'concerne we have fail into several categories. '
These coupled. with -others' that vtitentedrs have .,'
had are important forattes to considar.ond we'd
Zile to.take.ci cloor look using six categories.
(Tile tr iner should identify examples .from,.
the 1 t of problems that.fieinto tIA.
cate ry..)

tl

4 ,
cultural adduitment

4
-

LsociaadjUstment
. language barriers

tnational/political issues
educational problems

, professidng. _problems :
"St.72.41%.1.4.1'0:

. '

41! ./P
*

4

0."

A
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Exercise - Re-entry concerns - cont.

Group
Woi-k
.30 min.

.

,
Report 'Out.
'30.min.

Summary
-Handout .
"Doing
.Yourself
.4.4"; .

10 mill.

A

, t

..1. ;

.$

-

I

SEStON VI

.
4. Divide participants into si,x groups.

Instruct each group to
a) identify anticipated problems in

. these topics upon returning home.
b,) 'list strategies what they can do)

. to overconr4fficulties,
4) lidt resources available (such. as

Other RPCV.s, Former Volunteser.Service i,
. friends, loc#3. universities, etc.)'

and how you*ill ,use,tbem.
Ask each group to record their suggestions
on newsprintaild to select someone to ,be a spokesperson.

.

5 1 Recohvefie large group. Allow repbrter
five minutes,-11; .review findings. Direct
discussion to:elarifications and additional
suggestions.

_

.6. Summary - ReaffirOthaf these strategies
are all going to be useful at some
poin't,: Close exercise 6y passing *Jilt 4
"Doing Yourself and focus closing
comments' on expectations about returning
to thfl.Y.S. and how they 'can be distorted' Pw.

NapeajCirom your experience as well as otheri. . .

.
The followingicommentS' are ad example..

Re-Iktry is not such a hard process but i0,3 have
to deal with some, of the concerns. Sometimes we
may make the process more difficult than ,it e

"need to be - denial process - sgingit is going
t o be o.k.-bending realUy. These are Some of the
inyths we hear when we do counseling.

A

Pk

0

r

Positive side - thinking everythingerything pgii Decay '. ' se '
bd. great at home. Sometimes we forget old problems

, and difficulties when we think' ba.ck on home and .
..

,Se builfron 'anticipation of our rettam home that., 4' I., 74,coltored by our "everything w01 be great"
. "° ..' '. eion. Everybody 6ill be ftitgly andaourteou.r

... shops, uitiliesses andseivices will run smoothly
.rsel ettfently - the postman will sell stamps
igtha. 'ie and customers will line up in an

gi , .. .. . 0\4 , : orderly and patientlashion. We look forward to
. . , good time with i'riends, and family, projecting the.

,.. h A a
4 ' W ., :

41,
1, ; )

Fillf

-":= !"1"'; 4. .,

1 V
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_
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Exercise III 4 Re-entry goneerns,..t.

.

4

. .remembered good times into Wre situation re',
, expect upon toup'veturn. This could be the

Bu tat wartd mbbabty be more' reatietic
to admit that people Have gooddayi and bad*deikof
at home too. People will probably be intvi
a ithythm arid pace 'you've icist step with,
readjusting to that _may cause you some6 r ae.

re vitt be two years difference
eriences of you <Ind your f'ri 'Bome.may

have moved away, or marriecf, ,oit itdren, or
att three. Younger brothers awl' ofe.tere ti hale
changed a good,cleal, parents, mots and es vat
seem older. row need to think about how you are
going to relate.itoyr experiences here to ,the" \
people at home and how they.are going to react.

4 Give some thought to what -is coming so that,you,are not caught completety unawares.
. =1,. . o.s. ..

The iother side is the, overty negoit-u- Flaking
youhetf-mpre rm:serabte titian you need to.be.
Anytime we have an anxiety going, we tend to

. talk arsetves ours ,heads.;- when you are not
feeting° so good about yoirrsetf, when you are going
through a period of stress, etc. if you to have
some of these negative -thought's - thought's such''.

don't realty belong onyntdre; my frienfle are
two yeo,xs.aheadi.of me pareer-wise mid zioalt

get back into the ,job market; I don't tike
_the loos of indepencrence by having to 4ve-'
at-home but I have no otho'choice; nobody' reatty
wants to hear about (hest country)., eict. - if
or when 014 into some of theset patterns
,make a 'bone effort to go act and something
to try f et about it.; Go to w. movie, 'start
a matt rojeo volunteer to tutor someone at -

your twat echoog help' at the hospitai; work
with a silorts team - look for ways to meet

. people as air and tune in to what is going -

If you keep thinking continuousty og that negative
thought, then ,you get intd z state Where
you.jrantiot funotion,.4 wits ready get you way
doWn. .S0; -the reverse of the oberty positive

."everything witt bit:great" thought. pattern las
the overtly neeptive "Aim .ready are aratfitn

uglit pattern. Be czlatte f,rat' these are posIfibil,ities
'think a bit about how ybu might liandte.it

e

Of

e
E_ J

181
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if% you are 'aim* up in either -of thieve .. erRods0S....
. ,. r W e have.4 oottpil of suggestions ; .

..-.
,-:.,,.:,,,

.

%.

! r

r
,;

1 /

$

.

Journal ,

1... Just be aware-,tha
in to yotaveq,
aile thinking;

2. As eoon as you be
"'about i-t ; turn of

get .up and, go and,* someithing--'etiee - ear to-,
!°- YoureelP 'r have,,:tO litypt thinking _this's.

-it
:

te ileiPPrAnga
h- to -2'10drilfes47

aware,. stop
She mental. "iftapet'i

-Mike a tiatetal.0148,WfOrt *CP. help
3.. Ask eom--ne eies*-.;bounoe ya!-Osicleae Off than.

to eeejf they make settee,
.

7e Personal reflection:

In your ito.tebodk spe.nii ermu it .1titifleoting

4

on what you.ax_4 taking away' from thie'eeifrsiono-
due think ott what yOu ,g*t coat of',:this session-

-a
-

. spend - Ma. miniitei ratting- eome not ea. .-,. . ,- -. ?_"Oft +4* leas reievi;att.'fot-z.yo!. ; . 4-
... .,..

. ',. c -;:5---*---i '15 "minutes ..1wier 5. -, ., . .. \ ": ; .1
-

qo . : - tiouiT,efurn- to iokr 1. partner of Exercise
44.

.
;44114. 4iev,),Ao te*ii 4vAvo Potted' down.'

. .

"

f
4'

14

v

4

r*.

A

-:(coPt4.04??4, c10.: i t tze" 4,41

,4124121.4 : Otilit.iblof jsqpn- seem' to :prefer
"1

Nbte:. If yott.have.not..citstribute en
Minutes 1)ut....'1-.eailiep . th a thisgcuitio do so.

4 .
IA:

1.
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fv- &ideating the lias Beck Halle

, ..
; f/. , i Total "Vme: 0 mint: / . c .;

.t,_ . ..
.._ ._ , j. . ;. ..1.

, Okieezivfi.: To' assist volunteerg to be prepared to ,implement
, ..; - ,

the development eiliacitioii goal of Peace -Cor .
,.

. ',Overview-.

I.

.

°\\,
'SESSION VI \ ,

wr-

, r
. 1 ' r

Thi exercise. links back tot.two exercises .of SessioA:"I -
!
' "Copt of Arms" " 'and "Volunteer. in pe-velopmjant". ° Both of ,which..r. gentratect inforniatite f the n.ortAttrat , RPCV , s ,will" want
.to share. with friends, family and colleagy,es,, not only 0
immediately upon their return, but .for years to come. Indeed,
much of the application of the PC experience may not"be Ade
for 5-10 years after the,sPCV's return to the USN. The
opportunity to share i)he PC experierice,educate the Anierican
publkc'to development, and integrate the. experiende into'
6nete future life is an ongOing challenge that will continue
to tap the RPCV afte he/she ha.s-returned to the U.S. ,

Procedures:

Time

Intrr

1 r. / i

work ;

. (..\
-SMalx gr uf .

, . SO' min. ,,, -'",
i-, .'
.1'

el *

.ActivitY,
a

. ft"

I. Introdite thit exercise. Briefly. review
goal i3 and explain why it is impo t nt
to focasion this as an important r ntry issue.

. .
2," Have, participants take out' the r ."Coat
of ArMs".andnolunteer in Development"
worktheets and spend.a, couple minutes .

reviewing whit -they recorded; making speciall
gOtee bf those. Items' which respond to .
goa1 -#3.; ,Ask. or'exAmpkes"..,.

, .. .
3. 'Askiparticipints to divide into .4 groups.

.Assign each group one of tlie-following ,

sittlations:,
_ .,

t :.'Preseii" t-ati iali t
.t.

A.
.....'.., hotip'. suoh" "as

'meeting or.
"Bost the 'bit

.

e

PO;-FX1Pehte4Pon to a.'
4

T
"Wilat*;We Can Learn
1;iiiring in .tiktilt,IfOlpt

odi

e..

/
cam nity grog!' back .

busine club, grange
rch group pick, one) on
World Affects, Us.it Rome.'

0 t

10

N./7k

it

_, -. . . $

claess on_ -

About- Gther People
Country."

18$.,.4

.,4461 ;
,t

.

A

,

te- , e

1

t

. *
I'
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I
Exercise 'IV »Educatinw the Folks Back Home - cont.

. . .

00

.

1

;

1

Role- Play
. and Discussions

'\ . ntormalfrap.with a. close circle of
are sk4tical and think

:/ PC life :4 a paid vacation for two years.

;DUrigig'ajob.intqryiew you, are asked,
'Tint 1:14..01rbu leaftin about-P0's role

'inicleyelp0m7;?;

Instructions:'."
..s.I

,... you've Peen as .y. ed, develop a 5 minute role-play
Glib:* yoUr; find the- eiti4ation

which pili. downs to how an IrPCV might
respond in tki,e4Stuation'.., ,...

40.min,-
*

Summary
Journal
19.

se

L

r

ParfitIpants Should bednformed that the
,tictu!ta:rele-play doeS,not liave to involve
all participantslball_grov. -
bit-evelitgne should coat ibute to the
desig ,

4.

wow. V

\ 4 : s.
4. Role7pia.y.presentatIon, Abk each group,
to give their 5 minute role play. At the

.

end.oS each ask for alternative responseA-i°
as wefl'as diadUssing the key issues that
were presented. .

41.

*

5, Sdimarie points,, give p ticipants
time,to record in their"notebooks,any ideas
they wish to take home,

4.

II

.
g

.

4
1

. .
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MOVING ON `111

When,I.thiMeof leavAngiNkfeel

2. My experience here has been

3. Por me (host eountry) means...,

4. The things that ell miss are

*
. T,hethings I'll be happy to liave behind are ...,r

6. Yhen to other volunteers' aboUi leaving, they....

.7: When I talk to my (hosc'Couhtry)tfriendehbeut leaving they

. 8. (If applicable) 0 fg

..-__A... to mi,spouse.h;ith;t1.

B. I think that for?jspouse leaviigwillbe ..

.9. When:italk with Peace Co4s gikafi about leaving,' they "

SESSION VI
Handout'
page oue

0000

.

STOP: LISTENER, SHOW YOUR PARTNER, HOW WELL YOU'VE BEEN LISTENING

BY SUMMARIZieING IN A FEW SENTENCES WHAT YOU' HEARD ,SOFAR,

ICONTAUE. . r
. 4..

10. When "leaving a place I usually ,,.
- -.

iv
O.

. ,

11.. Tgi,easiest'point of leaving. for me will be......
.

010 . ,

.
.

12. Before I leave I-really want to
y

13. The must stressful'part of leaving will be......

libP; BEFORE goitic ANY FuRram'swiTph idus. LET THE LIS TENFA BECOME
t A TIP SPEAKER AND THE SPEAKER, THE LISTENER, AND REPEAT 1 4-.13(

'WHEN BOTH HAVE COMPLETED PAGE ONE, GO TO PAGE 2. t<

1.

I;

=6 4

,

1.8.6 -ar

t

.
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Handout

. .
s' A' page two '

. .- . .

14. When I 'think of.returnins to the States I feel

t5. I'll be going back to

16., I expect that for me the process of returning will be

17. (If applicable).

I think that fox my spdtate, returning will be
A

18, '.ben I think of seeing my family again, I 16.

19. I thinkony family.will expect me to

STOP: LISTENER, SAARE WITH' YOUR PARTNER WHAT YOU'VE HEARD SO FAR.

4. In tei'mo of a career I hope tb

B. If this doesn't work out; I'll

21.\ I expect that my ftiends there will

Oaa

22.

23.

24.

'25.

26.

Regarding money I'm going to be

Going hack will enable me to

AT think that the.hardest part of going beck for me will be
/

I think the tasiestthing for me to-handle will. be

1.J-1

I'm really lo' forward to ..

I

7',,"4

t

I

J

.

b
S

(
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- ..,

DOING YOURSELF' IN - A LOOK AT DENIAL AND RE-ENTRY

.

A. Positive Denial: . .

At

Myths We Tell Ourselves: .-J
f .

1. I should be able to cope easilybecausem-it's my
'")own culture. No adjustment

/
. e

,

42. I can pick up on relationships where I left oft.:
,

3. Everthing is great back; home.

4. Everything will be the same as it was when I left.

5. won;texperidnce cultute shock.

6. Th'e adjustmentprocess should last no more than
three months.

4r"
.7. People w ill be inter00ed in hearing aboAt myA

"exotic" ixuerences 10 (country)

8. Things work better baelvhome.
.

B. Negative Denial:

Setting yourself up to be more miserable that t4oe need to be.

1.. I know I'm not going to like it back :there.

This change, is going to be so overwhelming, On not
.

going to be able to cope.

3. I shquldn't be feeling so '.(upsett.deiressed:
disorganized)

I kdowI'm going to be so lonely.

5. No one can .understand. what I'm going through.

.6. Everyone is ahead of me now.

.

1.88
..

.

ri

-
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TEN- MINUTES OUTr
;Old THOSE ABOUT TO RETURN HOME. s'

Some Ideas to Prepare You for Re-entry

by

Joel Wallach/Gale Metcalf
Community Counselors

American AssocAatio0 of Malaysia

sck

.

With the end of.your Peace Corps service, many of you
are happily contemplating yoUr upcoming ti'avej.s and return 4

to the U.S. For those leaving permanently, the commotion .

last minute packing and shopping, eagerness to see friends
and relatives, and that final,round of goodbye parties, can
easily distract you from focusing on the ways in which this
retuin,te the U.S. might he _stressful. We would like to
ask those of you who are about to relocate back home to take
.a few minutes out to examine some of the stresses that go
along with"returning, as well, as some things you might
do to prepare yourself and your family to make this transition.

Anytime one of us makes a pajor life change - addi &g 'or...j)

losing family members, changing jobs, changing friends, mall*,
'etc. - we experience predictable and sometimes severe stress.
.Most of us recognize this in the process we went thrmigh

adjusting to living overseas. Fewer of us real4e that
another adjustment, often equally stressful, accompanies

.resettlement An the U.S. The first part of this process
might Be termed "reverse' culture shock" Americans-who have
moved'in and outs cif the States a number of times consistently
report the experience of feeling strangers in their ,

own country. Living overseas,, we often carry with us,
0 inaccurate and idealized views and to forget that hack

there things don't.always'work efficiently,. that sales .1
peop e can he doftright rude; that our current home has _

111

no' on:opoly ontraffic jams. We'expect.people and places
to )) just the Way they were when we ft -the way we
remember them. When they are not, we ind ourselves dismayed

1 angry, disoriented; feeling out of control. Because we do
,

not expect things to be different, the fact'that they are
different hits us especially hard. ThiS phase of adjustment
typically lasts anywhere-Trom a'few weeks to aiew months.

,

Rel.entry:,A Two-Step Process
.

.

. .
.

, .

. Re-entry is a two step proceisf 1) laving,your host .
community, and, 2) '1AI:turning to the U.S. and reihvolving ''

yourself in life "bacli home"., Often, people focus on the
latter, Missing the importance of the former. Closure is

. the key concept here, giving yourbeiS the psyschological

1... 189
, 1

.

ti
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e
"Ten Minutes Out..." - cont.

Handout page 2

space to separate one ;art of you life experience from the.
next.. A careful balance is reqUired so that you neither "check

..,out" too earlylioe too lite. If you pull out your energies
too early, you find your elf afflicted with "short-teribitis",

-delligroting the.hostcou try,and.its people while romanticizing
the U.S. If you disong with too little time; you find
that a significant part of you still remains overseas for
several months after you have returned.

Some Thin You\ Can Do Now

4nesp te the multiple 'stresses disdussed ahOve, all of
us eventuallyradjust and things do (hard to believe) return
to normal. Some manage to deal with the adjustment process
quite easily and quickly, while others find themselves
experiencing, significant stress for a period of time. There
are some things, however, that you can, do tosmooth but the
inevitable bumps and shorten the period of frustration.

Probably, the key factor is torecognizethat thee will
be a period of, stress. It is normal ,and to be expected.
If you can recognize this is coming , understand itas a
natural part of..;the adjustment prockss. you defuse some of

4 its potency and are able to'help yourself.

Therd also appears "to be a number of myths or mfsper-
ceptions that peop e harbot about re-entry that w k against
them. -Identifyin t em can help you to root them ut of ,

your own. thinking. e people attempt to cope wi h the.
stress of this majo life change by bending realit and seeing
the world they are bdut to re-enterAs either' too ositive

F ,or too negative. On the positive side, they deny r ality
and thereby attempt to cope with current anxi es y telling
themselves such things as:

"Everything is great back home."
- "I can pick up on just.where left off".
- "I should be able to cope easily because it's my

on culture."
- "Everything will be the same as it was when Ijeft."
- "I won't experience-culture shock."
- "People will be interested in hearing about my

'exotic!` experiences overseas.tAr
- "Things work ,better back home."

This type of thinking 3s functionalunctional until they arrive
home anti find that with thetr unrealistically high expectations
they've' set thewlvet up for disappointments in the months
ahead. Overly negative thoughts, on the other hand, set

,them up to be even more miserable than they need to bet Some
.f the most popular aTe:



(/`

"Ten Minutes Out..," -'oont.

- never a 'able to cope with all of this."
- ."I'll hate it back there."
- -"I shoUrdn't be feeliWg so...(upset, depressed, disorganized "

- "I know I'm going to"be so lonely."

Such sel/-talk serves ta, increase anxiety and feelings of
.

depressAK panic and disorganization. It saps needeti energy
. and coping resources. While some apprehension and cotcern

is obviously functional, this type of thinktng is aot. .4

It only serves to promote panic and gloom. You can inventory
' your own thinking abollt re-entry to see if, in fact, you'ie'

harboring any oT these kinds of self-defeating thoughts and
you can help other volunteers to do the same.

-235-

.,

SESSION VI
(Hindout page 3

A

It is. important for you to talk about yibur. feelings
regarding the impending move, to share your feelihgs, fears,
and frustrations about4going home. Just turessing these
feelings often serves as a release so tha they don't'build
'up-and become overwhelming. This is important before, during
and after the 'move.

' Talk about what life prObably will be like bacehome,
but be flexible and open to changing plans if they don't
work out. Let everyone in your family know that some degree
of flexibility is possible. Remember, you can plan, butit
is hard when overseas.to know exactly what you'll face upon
return home.

Viewthe-Ilaturn to the U.S. as a' cultural experience.
Be aware of how the "natives" live and use your special
sensitivities gained fromliving overseas as a key to
understanding yourself and America better. Some veterans of
the re-entry process suggest taking a week or two, if time
permits, to be a"tourist in your own eountry before you jump
into the settling process. Last of all,, don't expect too

IN much of yourself right away. Give yourself some time. Many
returnees advocati maintaining a low profile for the first
few months back by not taking on too many new4activifies.
Ydu may need some time to catch up on being American and 1

. 41" iegling comfortable once again back home.

t

ti

4

dt,

0

19.E VARA& .



4

mt .

4k

.

...

o

0

I.

I.

t.

*.

\ \'

4

. t......e
.

et

A a

I.

SESSION VII
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and PROCEDURES'
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SESSION VII - NUTS & BOLTS., FORMS and_PROCEDURES

Overview:
.

The purpose of this session is to attend to any administrative/
procedural paperwork needed for the COS volunteer. Since
this need will vary depending on the country and timing
of the workshop,a detailed design is not p vided. Topics -

'4 that were included in previous workshops in luded:-: 4
'

- Completing Forms re COS (See Forms & Procedures in
Guidelines pages 7 -10)..

- Outline of suppoTt ser ices provided to RPCV!s by
ACTION/Peace Corps FVS Manual)

- Final plans for a party - a party

- Distrithite COS packets' .

.:. Completing Travel Vouchers, etc.

1

1

The final exercise of the workshop should
participants in a closing activity% Several closing activities
are described on ihe following-page. Nhichever of these .1
or others,ftom your own files - you sh9uld also spend a few
moments sumpariping the workshop goals; giving highlights and
reviewing poipt4 to remember.

to

Suggested Closing Activities
0

4

ff

The purpose of these activities is t9 provide in opportunity
for the part&cipants to reflect on the workshop experience and-
examine their learning, particularly in relation'to beingbetter
prepared to return to the U.S.,

, b

Exercise I! Highs and Lows

Ask participants to identify those learnings or
activities that were highlights of*the workshop for them.

C

Brainstorm these."highs!: and record them on a

Briinstorm the experiences which were "lows";
those things that did not meet expectations.

Record the "lowd" on the flipchart.

I

10 193:

flipchart.

that is,
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4essiorf VII - Exercises - cont. 4.

6

1
,

.10s04rtidipants if there is.anything they would like
toshare with the group or withthe tiainere.

Exercise II - Park Bench

This exercise is. designed to allow participants to become
involved in as. symbolic activity which connotes closure.

-

-.'State "-thet this exenTiris being chosen to facqitite
c)Qsure and to end the workshop; The trainer sits on
the bench and requests that one or two participants
or the co- trainer sit with him or her.

The,trainer talks about how she or he experienced working
with-the partidipahts or co- trailer and what she or
he remembeYs apd will take as Memories from the workshop;
theimpact of relationships; 'and other wishes for the
future that sheor he might aseociate with the workshop......

Participants,-take turns talking about the experience
until all participants haV,6 had an opportunity to talk.

- If the trainer begins the exercise by calling other
participantsito the bench, then each participant called
may call another participant or trainer to the behch.
Those persons who come to the 'bench, may in turn call
others: . r

11F

Exercise III.- Expectations Review
A

- Divide paN.ticipants into the same groupsihat were
formed on ;the first day for the "Expectationb Exercise".
(Session I - Exercise

Select a spokesperson to report out, %,

- Review Expectations from the flip Chart,

- Were the >expectations met?

-' What happened. that themkfkom being-me-0,

- What could have been dotip,*tbhel .you Meet,them?
e

- ihat additional-workshops would'
to meet other needs? "

RepOrtiPut to -total; group.4,'
..

19 4 . -.2,6-

,

,o34 like to have Occur
-

4;
..%

r.

I -

%.

5
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Session - cont.
1.

Sentence Completion:

L241-

ar.
"

On:a flip chart write the following sentence stems:

'

I) What Waq most enjoyable for me was

2): I wish .we could have /4(-
,

3) ,The most important thing I learned was tn.

P.

,

e

r Ask each participant to take a minute to think about #

low they would complipte each sentence. ,. .

. . . ,
.

.

One by one, partitipanti give their responses to the
whole group. Trainer(s) should.participate as well. ,

.

. i
...

,

,

.4.,0:.

ti
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, ' ----ICU)* OF SERVICE w0PNSWOP
t. . *. :/. ., ., EVALUA:TIQN 0r 4

/
' ..." A. , *

. 1.:" i* . 41-

.
1), 'lb what extent has this session been intereatihir':.ito you? , (Please

circle the appropriate riuspyr:. b"- not at all; 1 = extremely) ."
,

J.. - .
.-.. .i .

,.. .e

not .at ,a11.-, 0 -1 2' 3 4 5... - extreme],
- ., TA . .

1 w . .

.

-

2) iitk what.extent has ,this ',session bten useful to yOu?
, A ,."

not at - 0 1 j2... t. 5 extrerelY
,

c
3) ittat are twd important things whit-Y you Learned from ,this. workshop?

e)
4 / t 1; .

b) I
3.

:
e */

1 .1 1.

4) What things did you eSpeCially Bice about this "experience? (Underline

the things yoU- lit "the, ;cost) ! 4., , r ..-.

'0

.

, . *i

1

N
`

4.

1 .. . 1
a . 1 e: ,

5,)1 What this5gs did you, dislike about, this exPeilenca?. (Underline
the thing you mustdislikel ..

. , v ' rA-0 . t I V' P

I ll'.. 4 . .
; 4 e

i
1 0 ,

'.: 0
' ff.

P
4 . .. .. ./ i F."

fh . 1

tii I"1

,
,
4

. ..

0 Y1 .
D v .. I

1. : '''A
1 1.

0 1.Sr "1(i1 ,

1 0 V r li.1
. ,

. . 0,... - 1 ' . ., . ,

' t.
'

.
i

: 4 .

,

.
,, . ..

1. . . . .. ..
A . .

,,,, s

a ':;,

6) .if you, were to run a Workshop, 4ike this_for anaher groUp14 'I 0:2-..,

Peace Corph Voluriteevs, what would ypU. do differently? . ,

Si _ :. .

, . 1.
4 4 .-:. - t. S ,I t / s -)sk
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